[image: image1.jpg]I *I Public Health Agence de la santé
Agency of Canada publique du Canada




Guidelines for Applicants

“Cancer Program - Public Health Community Programming” 

Centre for Chronic Disease Prevention and Control

August 2008
Introduction
These Guidelines for Applicants apply to the Cancer Program – Public Health Community Programs, Chronic Disease Management Division of the Centre for Chronic Disease Prevention and Control. The guidelines are consistent with authorities provided by Treasury Board for the delivery of this program and follow the same Terms and Conditions as set out in the Promotion of Population Health Grants and Contributions which ends March 31, 2010. The Cancer Program Public Health Community Programs Solicitation Guidelines may be reviewed and amended during this period.

In collaboration with the Canadian Partnership Against Cancer, the Public Health Agency of Canada (PHAC) supports national cancer control objectives which move information to knowledge and ultimately result in action. 

Background

Cancer will continue to rise as Canada’s population ages. It is important to develop and share best practices, identify community innovations, and evaluate models and approaches to raise awareness of cancer risk factors and promote informed decision making on cancer screening and early detection. 

PHAC has a distinct national public health role to anticipate and respond to the health needs of Canadians and within the context of chronic disease, it supports health promotion, disease prevention, early detection and chronic disease management as key mechanisms to reduce the chronic disease burden for Canadians.  

Initiatives under the Cancer Program include the:  

· Healthy Living and Chronic Disease initiative (HLCD) – provides a coherent framework to provide federal leadership across a range of public health actions to promote the health of Canadians and reduce the impact of chronic diseases in Canada;
· Canadian Breast Cancer Initiative (CBCI) – a national model for stakeholder engagement that supports national standards for early detection, community networks, and research;
· Canadian Breast Cancer Screening Initiative (CBCSI) – gathers current information on cancer screening programs’ performance, supports collective action and provides reports based on national data analysis; and
· Canadian Childhood Cancer Surveillance and Control Program (CCCSCP) – a multi-stakeholder collaboration that advances understanding of the impact of cancer on children and the long-term effects of childhood cancer treatment.
Objectives of the Cancer Program
Public health action in cancer includes concerted efforts that address the conditions and risk factors for cancer, including those shared with other chronic diseases. Enhanced capacity for action at various levels is expected to contribute to stronger public health policies and a more integrated, evidence-based response to cancer prevention and control. 

The expected results of the Cancer Program are:

· increased knowledge of cancer risk factors and conditions;

· earlier detection of cancer;

· decreased proportion of Canadians who develop cancer;

· better management of cancer; maintained and enhanced quality of life, fewer complications and premature deaths among those living with cancer; and
· greater uptake of best practice intervention models in public health community programming.
Cancer Program and Public Health Community Programming

The Public Health Community Programming component of the Cancer Program seeks to help communities participate in the development and provision of cancer information and support; enhance their ability to identify gaps in information and services; provide input into program and policy development; and develop linkages between local, provincial/territorial and national perspectives.

The Cancer Program’s use of grants and/or contributions to support initiatives can be provided to organizations in “good standing” with the Public Health Agency of Canada.

The requirements for submission of proposals, review, and recommendation for funding are the same for all grants and contributions. Accountability and reporting requirements are detailed in a Grant Agreement or Contribution Agreement.

	"Community" refers to a group of individuals and/or organizations sharing a common identity based on culture, geographic location, values, interests, norms and/or agreed upon beliefs or goals.  This can include communities of practice such as communities of practitioners, planners or policy-makers as well as the public health and health care communities.


Funding Criteria                                                                                                                                                                                                                       
Basic Requirements for Funding

autonum
Eligibility

The focus for this solicitation is (i) breast and women's cancers, and (ii) increasing awareness of risks and early detection for all cancers.  Projects submitted to the Public Health Community Programming component of the Cancer Program must meet the following criteria:
· projects to be carried out within the time frame of the authorities,

· advance the program’s objectives,

· consistent with the Public Health Agency of Canada’s mandate and priorities,

· compliance with the Cancer Program’s Public Health Community Programming Solicitation Guidelines, and

· scope of project must be national or linked to a national context.
autonum
Eligible Recipients

The class of Recipients eligible for funding under the Public Health Community Programming component of the Cancer Program vary for solicited and directed funding. The Cancer Program may consider proposals received outside the context of a solicitation. The Cancer Program may request proposals from organizations deemed capable of pursuing a project of interest and relevance to the Public Health Agency of Canada. The Public Health Agency of Canada may also consider proposals generated by eligible organizations.  
The class of recipients for solicited projects include: Canadian, not-for-profit, voluntary organizations and corporations; unincorporated not-for-profit groups, societies, and coalitions; regional and public health authorities, local governments and educational and post-secondary institutions. 

The class of recipients for directed projects include: Canadian, not-for-profit, voluntary organizations and corporations; unincorporated not-for-profit groups, societies, and coalitions; regional and public health authorities, local governments and educational and post-secondary institutions.  On an exceptional basis, individuals deemed capable of conducting cancer-related activities and non-Canadian recipients may be considered. 

3.
Ineligible Activities

The following activities will not be considered by the Cancer Program:

· costs of ongoing activities of an organization; 

· researcher initiated projects in any discipline i.e. projects that would fit the criteria and processes of the Canadian Institutes of Health Research (CIHR) or other research funding agencies, clinical or basic research (research activities conducted in the context of policy and program development may be considered);
· single focus projects such as video production, website, production of pamphlets;
· profit-making activities;
· direct services which fall within the mandate of other governments’ jurisdiction;
· capital costs, such as purchase of land, buildings or vehicles; and
· contingency allowances or other miscellaneous fees.
4.
Eligible Expenditures

Expenses directly related to approved projects are defined in the Grant Agreement and/or Contribution Agreement. Eligible costs include such expenses as personnel, travel and accommodation, rent, materials, equipment, and evaluation and dissemination costs related to the approved project (see Appendix B).
No project expenses may be incurred prior to the acceptance of the Grant Agreement and/or Contribution Agreement by all parties.

5.
Stacking Provisions

Proposals must disclose all sources of funds from the Public Health Agency of Canada, Health Canada, CIHR, other federal departments, other levels of government, charitable foundations, companies, etc. Projects are also required to report to the Public Health Agency of Canada any additional funds received to support the project being considered under the review process or to augment activities of the project during the course of the project and from all sources. 

6.
Maximum Amount Payable

Funding will be in the form of one-time, non-renewable grants up to a maximum value of $300,000 for any one project and funding duration will be limited to twelve (12) months.  Funding may also be in the form of contributions with possibility of funding until March 31, 2010.   
The Cancer Program will determine if successful applicants will be offered a grant agreement or a contribution agreement based on an assessment of the proposed project and the funding available.    
7.
Basis and Timing of Payments

Advance payments are limited to the immediate cash requirements for approved activities according to the Instalment Payments of Grants and Advance Payments of Contribution in the Treasury Board Policy on Transfer Payments.  The number of instalments will be based on the approved Grant and/or Contribution.

8.
Duration of Program Solicitation Guidelines

The Cancer Program Public Health Community Programming Solicitation Guidelines take effect immediately and end March 31, 2010.  

9. Proof of liability insurance
Organizations submitting proposals and considered for funding under a contribution agreement will be required to submit a proof of liability insurance.

Mandatory Application Requirements

1. Completed and signed Application for Funding Form including all the required items in the checklist  
2. An official letter from the organization agreeing to sponsor the project

3. A detailed description of the project (maximum 15 pages). This detailed project description must include the following:                                                                           
Your organization 
Describe your organization, including:

· mandate/vision, philosophy/principles and goals; 
· services or activities now provided;

· reasons why your organization is best positioned to conduct the project, for example, relevant skills, interest, credibility,  SEQ CHAPTER \h \r 1evidence that your organization has had success including participation of the target group in your services/activities; and
·  
organization chart (if available). 
Project description

The project description must:

· describe the need and current gap filled by your project.  Provide evidence supporting why this project is unique and important, why it is needed now. Include what current evidence you are using to define the needs of your specific target population; 

· describe the target population(s) with and for whom the project is being developed and how they are actively involved in developing, planning, implementing, and evaluating the project, as well as in disseminating the results;
· identify how your project complements or relates to other similar initiatives and whether it is to be replicated in other areas of the country; 

· describe the intended results of the project (what your project is trying to change) and how these results will address the issues and needs of the target population; and  
· demonstrate links to public health and health outcomes for Canadians. 

National scope and applicability  

Describe how your project will be national in scope:
· national scope in terms of desired outcomes, planned activities, participating partners;
· results have national implications or can be replicated to other areas of the country; and
· national in terms of benefits to intended target population.
Evidence of coordinated action and collaboration

Describe your partnerships by including:

· who will be involved and in what activities;

· how and what each partner will contribute towards achieving the desired results of the project;  
· how links and collaborations with other resources and groups will be made;

· how you will promote the participation of survivors and your target population(s) so that they will take an active role in developing, planning, implementing and evaluating the project, as well as in the dissemination of project results; and 

· how you will promote the participation and engagement of potential stakeholders and potential partners from other sectors.              

Work plan and timetable (See Appendix A) 
The Work Plan must show:

· the objectives of the project (i.e. what do you propose to do through your project); 

· the expected results of your project;  
· the activities you will carry out in relation to these results; 

· how long each activity will take, with approximate start and end dates;

· who is responsible for each activity (board members, staff, contract workers, volunteers, members of the applying organization, members of the target population); and
· the groups targeted and methods used to communicate the results of your project. 
Dissemination plan 

Your dissemination plan must include, but is not limited to:

· who will benefit from the results of the project; 

· how the project results will reach these groups; 
· how your partners and target population(s) will be part of the dissemination plan; and
· how you plan to allocate adequate time, funds and human resources.
Sustainability plan 
Describe the sustainability elements of your project:
Time-limited project funding cannot be used to sustain the operations of organizations or to carry out ongoing core operational activities that must cease when funding ends.  Only projects that clearly demonstrate a realistic time frame and time-limited activities can be recommended.  After support from the Cancer Program ends, the proposal must outline which aspects of the project will become self-sustaining and enduring.  Please note that sustainability is not necessarily limited to project activities only.  For example, sustainability can include:

· sustaining the issue (i.e. keeping awareness of the issue high on the agenda of all stakeholders including the public, community partners and decision makers);
· sustaining programs (i.e. integrating one or more related activities (a program) such as an awareness campaign, a support group, or educational sessions into one or more existing organizations who agree to take responsibility for the program over the long-term); and
· sustaining partnerships (i.e. creating and maintaining productive working relationships and maximizing the benefits of addressing an issue with a diverse group of stakeholders).
Detailed budget (see Appendix B) 
Describe the project’s expenses and revenues:

· complete the Budget section (section 5) of the Application for Funding form; 

· remember to include translation costs in your budget, if applicable;

· identify what other funding sources contribute to the project, either financial or in-kind, from the applicant and partners;
· include a letter from your partners if you have in-kind contributions from an organization or individual; and
· complete the Budget work sheet provided in Appendix B and describe what things you need to pay for in relation to project activities.

Evaluation plan   
Describe how you will measure the success and the changes that have occurred as a result of your project: 

An evaluation should inform you about the success of your results and activities that you developed for your project. Developing the plan prior to the beginning of the project enables the applicant to identify and put in place the process and tools necessary to collect and analyze information required to conduct the evaluation. Your evaluation plan should specify the following:

· data collection methodology: how you will collect the information you need for your measures or indicators (e.g. through activity logs, attendance records, a review of project documents, face-to-face interviews, phone survey, focus groups); 

· how you will analyze the information; 

· reporting and utilizing the evaluation results: what you will report and with whom you will share your findings;
· responsibility and time frame: who will conduct and assess the information and when it will be done; and 

· the budget amount you will dedicate to evaluation - typically, 5-10% of your total budget should be allocated to cover evaluation and monitoring costs.

 Review Process    
The review process has three steps: a) internal screening; b) review; and c) final approval.  

Only those eligible applicants that have provided the required information will be considered for review. The assessment criteria for proposals are provided in Appendix C.
a)  
Internal screening:  All applications are screened to ensure they meet eligibility criteria, address the identified current priorities and are complete as per the application requirements outlined in the Invitation to Submit Applications and Guide for Applicants.  Additional information may be requested during the review process.  If an application is incomplete, fails to meet eligibility criteria and/or fails to address current identified priorities, it will be screened out and will not proceed to the review step.   
b)
Review:  This step involves the creation of a Review Committee.  Eligible proposals will be assessed by internal and/or external reviewers for quality and merit as well as significance 

and relevance.  Reviewers will be selected on the basis of their experience in cancer and related fields.  
c)
Final approval:  Projects deemed appropriate will be considered for funding by PHAC.  You will be notified as soon as a decision has been made on your application.

Project Administration and Dissemination
Please note that public announcements may be made of projects that have been approved for funding. 

If your project is approved, funding will be provided through a Grant or a Contribution Agreement.  A Grant or Contribution Agreement will be prepared for your project, detailing conditions and requirements for your organization and for PHAC.  A Program Consultant will be available to provide assistance, advice and support, as you conduct your project.

Official Language Requirements

It is government policy that federal institutions providing grants or contributions to voluntary non-governmental organizations for activities, projects or programs involving services to a public composed of members of both official language communities must take the necessary measures to ensure that the recipients of public funds respect the spirit and the intent of the Official Languages Act (OLA).

The OLA also states that federal institutions are obligated to:

· enhance the vitality of the English and French linguistic minority communities in Canada; 

· support and assist their development; and 

· foster the full recognition and use of both English and French in Canadian society. 

Note 1: Official-language minority communities are defined as Francophones living outside the province of Quebec and Anglophones living within the province of Quebec.

Note 2: Depending on the targeted population, activities, projects or programs may be conducted in only one official language, in both official languages or in another language.

Where federal funding is provided for activities/projects which include services to the general public, the organization must describe the internal policies and/or procedures that will show its capability to:

· issue public announcements concerning the activities/projects in both official languages; 

· ensure that services offered to the public are available in both official languages; 

· ensure that documents relating to the activities/projects and intended for the general public are in both official languages; 

· encourage members of both official language communities to participate in the activities/projects; 

· organize activities, projects or programs in such a manner as to meet the needs of the two linguistic communities, except when a project is targeted at a specific linguistic community. 
For more information on official languages, please go to: 

http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/offlang/chap1_4_e.asp 

Lobbyist Registration Act
With the recent amendments to the Lobbyist Registration Act, we also ask that you review the Act to ensure that your organization is in compliance with the regulations (available at http://laws.justice.gc.ca/en/L-12.4/ )

	For more information please contact:

Cancer Program Public Health Community Programs
Cancer Coordination Section

Chronic Disease Management Division

Centre for Chronic Disease Prevention and Control

Public Health Agency of Canada

785 Carling Avenue, A.L. 6808

Ottawa, Ontario K1A 0K9

Brigitte Belanger

(613) 946-4892

brigitte_belanger@phac-aspc.gc.ca
Lorraine Deland

(613) 957-3062

lorraine_deland@phac-aspc.gc.ca
Courtney Mulvihill

(613)  952-7399

courtney_mulvihill@phac-aspc.gc.ca


Appendix A: Sample Workplan
	Project name:
	
	
	
	
	

	Organization:
	
	
	
	Year:
	

	Budget:
	
	
	
	
	

	Objective (s)
	Expected Outcomes
	Activities
	Projected Results and Products
	Timelines
	Staff/volunteer 

involvement

	What do you propose to do?
	What do you expect to change/achieve?


	How do you propose to do it?
	What will your project produce in relation to the activities?
	How long will it take?
	Who is involved?

	
	
	
	
	
	

	
	
	
	
	
	

	Please check the groups targeted by your communication and dissemination efforts:
 FORMCHECKBOX 
 Public at large
 FORMCHECKBOX 
 Groups and populations targeted by your project
 FORMCHECKBOX 
 Partners and stakeholders
 FORMCHECKBOX 
 Organizations not involved in your project
 FORMCHECKBOX 
 Municipal or Provincial government

 FORMCHECKBOX 
 Other
	Describe what methods you will use to disseminate the results and product of your project. Activities should address each targeted group and be sensitive to their knowledge level, abilities and preferences 


Appendix B: Detailed Project Budget Supplement and Work Sheet
As the budget is an integral part of the application and is given careful scrutiny by the review committee, please ensure that the figures are accurate and that each budget item is fully justified and in accordance with the project activities and timelines.

Funding received from the Public Health Agency of Canada may only be used for expenses directly related to the activities of the approved project. The following is a description of the broad categories of eligible expenditures.  
The Budget Work Sheet included below must be completed and included in your application.

· Personnel:  In this section, include project staff salaries, contractor fees, and employee benefits such as Canada Pension Plan deductions.  Project funds cannot be used for the management or supervisory tasks involved in the ongoing, operational functions of the organization.
· Travel:  In this section, include all costs for project-related travel activities such as private vehicle mileage, air, train or bus fares as well as meals and accommodation while on travel status.  (Travel and hospitality expenses must remain within the Treasury Board Guidelines.  Please refer to the following links for more information).

http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/TBM_113/td-dv_e.asp (travel link)

http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12190&section=text#B (hospitality link)
· Materials: In this section, include office supplies, project materials (videotapes, reference materials, film, etc.), printing and postage (freight, messenger service, etc.) costs.

· Equipment:  In this section, include the costs for renting or purchasing computers, photocopiers, calculators, etc. for the project.  It is not acceptable for recipients to charge rent for computers that they own.  It is expected that sponsors, as part of their in-kind contribution to the project, will give project staff access to their equipment.
· Rent & Utilities: In this section, include office rental, telephone, electricity, and heating.  Only a portion of rent and utilities will be considered.  It is not acceptable for recipients to charge rent for space that they own or that is being paid for by other sources.  It is expected that sponsors, as part of their in-kind contribution to the project, will give project staff access to their office space and utilities.
· Evaluation/Dissemination:  In this section, include contract fees, data collection and analysis, and dissemination of results costs.  Cost of the evaluation is approximately
5-10% of the total project cost.                                                                  

· Other:  In this section, include expenses that do not fit in any of the previous budget categories.  For example, insurance, bank charges, translation costs, bookkeeping and audit charges.  GST should be included in the relevant categories, not a separate item in this category.  
· Please note that new budget categories will not be accepted.
	Allowable expenses may include any amount paid in Goods and Services Tax as long as that amount is not being claimed as a rebate or an input tax credit from the Canada Revenue Agency (CRA).
Recipients who are entitled to a CRA refund or credit only on a portion of the GST/HST paid on goods and services that are eligible will be allowed to claim only the portion of tax not refunded by the CRA.


Sample Budget Worksheet
	Sample Budget Worksheet

	Project Name

	Activities:
	Training
	Resource Development
	Educational Sessions Series
	Network Development
	Total

	Personnel


	1 coordinator x $200/day x 20 days = $4000.

1 facilitator @ $750/day x 3 days = $2250

8 lay leaders x $100/day x 3 days = $2400
	1 coordinator x $200/day x 15 days = $3000.

1 writer/editor x $500/day x 10 days = $5000. 

1 webmaster = $1500.
	1 coordinator x $200/day x 10 months @ 20 days/month = $40,000

8 Lay leaders x $100/day x 10 months @ 5 days/month each =  $40,000


	1 coordinator x $200/day x 20 days = $4,000

8 Lay leaders x $100/day x .5 day/month x 10 months = $4,000
	$106,150

	Travel and Accommodation


	8 workshop participants x $1500 each = $12,000.

2 participants travel from each of 4 communities
	N/A
	N/A
	8 lay leaders for a face to face meeting

@$1500 each = $9000.
	$21,450

	
	Lunch for 10 workshop participants x 3 days x $15/day = $450
	N/A
	N/A
	N/A
	

	Materials


	Flip charts and other workshop supplies provided by sponsoring organization.
	$2000 for printing

$5000 for translation
	Offices supplies provided by sponsoring organization. 

Supplies for community kitchen $200 x 4 sites = $800

Food: $150/session x 10 sessions x 4 sites = $6000
	N/A
	$13,800

	Equipment


	$300 to photocopy workshop resources.
	N/A
	Computer supplied by host organization
	$150/teleconference x 8 = $1200
	$1,500

	Rent and Utilities


	$500/day x 2 days = $1000 for workshop room.

Office space provided in-kind.
	Office space provided in-kind.


	Office space provided in-kind.

Hall rental for 4 sessions @$500 each = $2000.
	Office board room space provided in-kind.


	$3,000

	Evaluation and Sharing Results
	$1500
	$1300
	$4500
	$500
	$7,800

	Total
	$23,900
	$17,800
	$93,300
	$18,700
	$153,700


Appendix C: Proposal assessment criteria

The following will be used to review the applications submitted:
The Organization
· Clearly identifies its mandate, vision and principles 

· Demonstrates knowledge of issue being addressed
· Can demonstrate that it is financially and administratively stable 

· Funding history demonstrates an understanding of accountability for funds
Project Alignment

· Provides information on need

· Addresses one or more of identified solicitation priorities 

· Is aligned with objectives and anticipated results of the Cancer Program 

· Is aligned with Public Health Agency of Canada and Government of Canada priorities in cancer prevention and control
Wide applicability and scope

· Project demonstrates how its activities and anticipated results have national scope and reach 

· Project clearly demonstrates how it will impact the target population and the health of Canadians

· Project demonstrates how results will be useful to other organizations, regions of the country, how the project can serve as model or be applied elsewhere

Partnerships and Coordinated action

· Proposed activities add to and complement existing ones
· Project involves appropriate representatives and stakeholder groups in key components of the project

· Project demonstrates how people affected by cancer are involved and have a role in the various aspects of the project
· Capacity to build partnerships and make linkages

Workplan

· Includes well thought out and relevant objectives and activities
· Project identifies clear, realistic and measurable results

· Defines roles and responsibilities of the various groups and individuals
· Provides a realistic and complete table for project activities 

Budget

· All sources of funding for project are identified, including in-kind contributions

· The budget items have been identified for each activity and they relate to the project activities/objectives
· The estimated amounts are reasonable

Dissemination
· Project includes details on who will benefit from the results of the project

· Project describes how the project will share results and mechanisms are appropriate
· Allocates adequate time, funds and human resources
Sustainability

· Details on lasting results of projects are provided

· Project explains how it will maximize benefits generated by the project
Evaluation
· There is a well articulated plan to evaluate project or elements of the project
· There are measurable statements of change

· The plan describes what and how information will be collected

· Adequate resources have been allocated (typically 5-10%)

Risk Assessment

· Ability and resources to carry out the work as planned

· There are no known barriers or challenges

Overall Quality and value of investment

· Suitability of investing in the project – based on quality of proposal, priority issues addressed, potential outcomes and impact of project

· Overall quality and impact of project
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