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Refugees into Teaching Commissioning – Notes for Applicants 
These notes have been put together to help you fill in the commissioning application form for the Refugees into Teaching project.  They are designed to ensure organisations know who is eligible to apply, and what information to include in the document.  If you have any further questions about the commissioning application form or the process, please contact Andrew on Andrew.lawton@refugeecouncil.org.uk or call 020 7346 1167.

Organisation Information
This section should contain all the relevant contact information for your organisation. 

 The contact name should be the person who will report directly to Refugees into Teaching about activities.  They do not need to be the person doing the work.
For staff members please include paid and volunteer staff members at the time of writing the document.  This will give RiT a greater understanding of the size and capacity of your organisation.
For the annual income of your organisation, you can note the previous year’s income.  This question will give RiT a greater understanding of the size and capacity of your organisation.

In the overview of activities section, try to include all different areas of work your organisation does.  This does not have to be very detailed, and can be listed like the example below:

RiT is involved in the following activities:
· Individual advice and guidance sessions for refugee teachers

· A mentoring scheme matching refugee teachers with UK teaching 

· Running support groups and events for refugee teachers

· Free assessment of overseas qualifications through UKNARIC
If your organisation has been through significant changes in what services they offer, please also mention this.
Eligibility
RiT will use this section to see if your organisation has the appropriate skills and background to effectively deliver employment services to refugee teachers. We are looking ideally for organisations with Not for Profit or charitable status that are currently supporting refugees into employment.  If your organisation is not currently doing this type of work, but has in the past, there is a section to explain your previous experience.  If your organisation does not have any previous or current experience of delivering employment support to refugees, but feel you have the capacity, links or other skills involved, please mention these.  For example: 

We currently run a mentoring scheme for young people, and have a lot of links with schools.  Many teachers have expressed an interest in getting more involved with the organisation, including help with employment.  Therefore we feel we have the skills to run a mentoring scheme.
RiT is also looking specifically for organisations that are open to all nationalities, ethnicities or groups.  If the name of your organisation suggests it can only be accessed by a certain nationality, but in practice is accessed by all refugee communities, please mention this.

Finally, we are also looking ideally for organisations that have had some experience with refugee teachers.  This could be as part of more general services e.g. you run a CV club and some teachers attend.  If you have not done any work with refugee teachers, your response to requirements should detail how this work can fit into current work you do.  For example, you may have a lot of links with schools, as well as links with refugee community organisations.
Response to requirements
This section should detail the proposed work you would like to do with refugee teachers.  This should be directly related to the specification.  It could be an extension of current work you already do (e.g. you may run support groups on advice for CVs and filling in application forms, but want to run added groups just for teachers).  Alternatively, it could be a new area of work for you (you may work with teachers through a general employment service, but want to set up mentoring).
Recruitment of beneficiaries
This section should explain the different ways you will attract and find people for your service/s.  It is useful to think about the following areas:

· relevant contacts

· types of advertising

· links with other organisations

· outreach work

How will you deliver your service/s
This section should explain how you intend to meet the functional and performance requirements of the specification.  You should describe how the service/s will work, what timescale it will be delivered in, and how you will ensure evaluation of delivery.

Project achievements
This section should describe two types of achievements:

A - Specific achievements which come from the process you have described about in delivering the service.  For example, you want to recruit mentees, and your specifics will be a certain number of mentees accessing your service.  
B – Softer achievements are about levels of achievement or performance.  These talk about what you hope clients will get out of the service.  This could include, for example, clients gaining a better understanding of how to write their CV, or feeling more confident with the education system in England.  It might also include a percentage of people going on to get a job or access Initial Teacher Training.
RiT will look at the amount of clients you hope will access your service, or the number of support groups you hope to run, what you hope people will get from this, and relate this to the time and money you have given.

Internal and external links
You should detail here how your work with teachers fits in to other work done by your organisation, or if it does not, why you would like to do work with teachers and what external links you have.  If your organisation already works with refugee teachers, or with more general employment, this should be detailed here.  Your organisation may have specific links with local authorities or schools which could also help your service/s; this should also be detailed here.
Anticipated obstacles

If there is anything that might be a problem or issue in delivering your service you should note it here.  This could be time taken to recruit new staff, lack of useful venues in the area, or anything else you think is relevant.  You won’t be marked down for highlighting obstacles here – nearly all services and projects have potentially obstacles.
Costs
In this section you should give a basic breakdown of how you would like to spend the money.  This is not a binding budget; it gives an indication to RiT of value for money and potential ability to run services in a sustained way.

NOTE: the maximum amount of money available is £20,000 over 12 months.  You may wish to run something shorter than 12 months, or apply to run something which costs less than the maximum amount.  
The amount offered should include provision for travel, and any payments to schools for administrative costs.  Due to the high costs of childcare, it is not included in the amount available.

Each application will be evaluated by how the organisation matches the requirements, while also using the money offered effectively.
Delivery Timetable
In this section you should briefly outline when you want to begin and end the service, and any other importance timings.  These could include evaluations or quarterly reporting, or recruitment of staff and advertising time.  

Please note, if you put exact dates here, they are not binding – the contract will specify exact start and end times decided by your organisation and approved by RiT.
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