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CONTACT EXCHANGE

FINAL REPORT FORMAT 

Please send to:

FOR UK PROJECTS:

FOR IRISH PROJECTS:

Connect Youth 


Leargas – The Exchange Bureau
10 Spring Gardens


Youth Work Service

London SW1A 2BN


189-193 Parnell Street







Dublin 1

	NAME OF GROUP
	

	REF NUMBER
	

	PARTNER GROUP
	


CAUSEWAY PROGRAMME

CONTACT EXCHANGE – FINAL REPORT

Guidelines

One of the conditions for funding under the Causeway Programme is the submission of a final report and fully receipted financial statement to Léargas - The Exchange Bureau. Please note that:

· The report must be submitted within four weeks of the completion of your exchange

· If you have received funding towards both the hosting and sending legs of your exchange, then a separate report must be submitted for each.

A record of your experiences would be of great benefit to those organising exchanges in the future and to Léargas - The Exchange Bureau. All your comments, both positive and negative would be very welcome.

The Format of Your Final Report

Your final report should be divided into four parts:

Part one – Factual Information

This will allow you to confirm, correct or elaborate on the information which you provided in your application form

Part two – Narrative Report for Leaders

We have provided a list of headings and prompts to assist you in the completion of this narrative report

Part three – Narrative Report for Participants

Four participants should complete this section – if your group was mixed then there should be two males and two females

Also you must include the list and details of all participants (section G) in the project as requested
Part four – Financial Statement

Please complete your financial statement accurately.  For Sending Costs and any awarded Exceptional Costs you must provide original receipts for the expenditure in these areas.

Attachments to Your Report

When you send in your report, make sure you have included the following:

(i)
A copy of the final programme of activities for your exchange

(ii)
Original receipts

(iii)
Good quality photographs taken during the exchange

(iv)
Press cuttings.

Part One – Factual Information

	Exchange Partners

	Name of Irish applicant
	

	Address
	

	Telephone
	

	Fax
	

	Email
	

	Names of Exchange Leaders
	

	Name of Partner Group 1
	

	Address
	

	Telephone
	

	Fax
	

	Email
	

	Names of Exchange Leaders
	

	Name of Partner Group 2
	

	Address
	

	Telephone
	

	Fax
	

	Email
	

	Names of Exchange Leaders
	

	For multilateral exchanges, please attach additional pages giving all partner details.

	What type of exchange was it?

	
	X the box below
	
	X the box below
	
	X the box below

	Bi-lateral
	
	Tri-lateral
	
	Multi-lateral
	

	Hosting
	
	Sending
	
	
	

	1st leg
	
	2nd leg
	
	3rd leg
	

	What was the theme of the exchange?
	

	What was the methodology / learning approach for the exchange?
	

	Dates (from/to)
	

	Number of days in your exchange project (excluding travel days)
	

	Type of accommodation used
	

	What language and/or dialects were used during the exchange?
	

	How does the project fulfil the objectives of the Causeway Programme?
	

	Describe the fundraising activities that you were involved in
	

	Participants & Leaders

	

	Irish Participants
	
	UK Participants

	Age
	Male
	Female
	
	Age
	Male
	Female

	13-14
	
	
	
	13-14
	
	

	15-19
	
	
	
	15-19
	
	

	20-25
	
	
	
	20-25
	
	

	25+
	
	
	
	25+
	
	

	Total
	
	
	
	Total
	
	

	

	Irish Group Leaders
	
	UK Group Leaders

	
	Male
	Female
	
	
	Male
	Female

	Number
	
	
	
	Number
	
	

	Age Range
	
	
	
	Age Range
	
	

	Full-time
	
	
	
	Full-time
	
	

	Voluntary
	
	
	
	Voluntary
	
	

	Total
	
	
	
	Total
	
	

	

	For multi-lateral exchanges, please attach an additional page outlining the number, male/female breakdown and age range of participants and leaders from all partner organisations.


Part Two – Narrative Report For Leaders

The following points refer to either hosting or sending

Please provide as much information possible, including difficulties and problems encountered and anything else that you consider to be useful and of interest. This report will be used to build up a body of knowledge, which will be of great help to others who are organising or participating in exchanges. Therefore, all comments, suggestions and advice will be extremely valuable.

A.
Background to the exchange

· Where did the idea for the exchange originate? How was your partner group identified and why was that group chosen?

B.
Preparation and briefing of the participants

· How much time did you have to prepare your exchange? Was it sufficient?

· How frequent were group meetings?

· In what ways were the young participants actively involved in planning and decision making?

· In what ways did you learn about your Partner Group, its organisation and region?

· Did the leaders undertake an Advanced Planning Visit (APV)? If so, what effect did this have on the overall success of the exchange?

· With the benefit of hindsight, in what ways do you feel your preparation could have been improved to maximise the experience for all concerned?

C.
Travel

· What method of travel did you use?

D.
Contact

· How successful was the integration of the groups of young people?

· Which parts of the programme worked particularly well and were enjoyed? 

· Which parts were considered less effective?

F.
Publicity

· How did you publicise your exchange?

· What media attention did you receive locally?

· What media attention did you receive nationally?

G.
Personal reactions

· Please give some indication of the participants’ personal views on the success or otherwise of their exchange experience. Quotes would be appreciated.

H.
Follow-up to the exchange

· Outline how you evaluated your exchange: jointly with your Partner Group and with your own group.

· How will your exchange experience be shared with others in the wider community?

· If this was the first leg of an exchange, what plans do you have for a second leg?

· If this is the completion of both legs of an exchange, what plans do you have for developing your partnership in the future?

I.
Leaders’ evaluation and conclusions

· What were the particularly successful features in the overall planning or realisation of the exchange?

· Were there any major problems during the exchange

· Would you do it again?

· Are there any recommendations you would like to make to the Causeway Programme?

J.
Impact of the exchange

Please describe how you feel the exchange impacted on: the young people themselves; your club, group or organisation; the wider community. Please structure your description under the following headings:

· Overall impact

· Self-image

· Goals for the future

· Attitudes to ‘differences’: in people; food; places; etc.

· Ability to work co-operatively

· Attitudes to authority and officialdom

· Attitudes to mobility

Part Three – Narrative Report for Participants

The following guidelines are designed to help you tell about your experience of the exchange. This is your personal account and it will help us to understand what the exchange meant to you. Your report will be used to help others who are participating in a youth group exchange so all your comments and suggestions will be valuable.

A.
From the start

· Did the idea for the exchange come from the young people or the group leaders?

· Why did you decide to put your name forward to become a participant on the exchange, or why were you asked to take part in the exchange?

B.
Preparing for the exchange

· When did your group start preparing for the exchange?

· How often did your group meet to make plans for the exchange?

· What type of activities/tasks were you involved in throughout the preparation of your exchange?

· How did you learn about your partner group – the organisation, region etc?

· How did your group choose the exchange ‘theme’ and why?

C.
Travel

· Was this your first time to travel? If yes, how did you find it?

· Who made the travel arrangements?

D.
Getting to know each other

· How did you and your partner group get on?

· Were there any major differences between the partner groups?

· During which parts of the programme did the partner groups get on well together?

· What did you learn about your partner, their region and lifestyle etc?

· Were your original attitudes or expectations changed or realised?

E.
Programme of activities

· What did you enjoy most during the programme? Why?

· What did you least enjoy during the programme? Why?

F.
Impact of the exchange

In your opinion:

· What are the benefits of taking part in an exchange?

· What did you learn from your participation in the exchange?

· Why would you recommend/not recommend other young people to take part in an exchange project?

G. List of Participants in the Contact Exchange ( Signatures)

	LIST OF PARTICIPANTS –exchange in ………….. from . . / . . / . . to . . / . . / . .

	Name and address
	Organisation
	M/F
	Year of birth
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	LIST OF YOUTH LEADERS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Part four – Financial Statement

	Complete (in Euro) for either Hosting or Sending

	
	Grant awarded from Causeway
	Final Request
	National Co-ordinating Agency

Grant Awarded

For office use only

	Advanced Planning Visit (100% travel + €70/Stg£50 per person per day)
	
	
	

	Travel Costs (70%)
	
	
	

	Hosting Programme costs (up to €500/Stg£300)
	
	
	

	Hosting Daily rate (€25/Stg£16 per person per day)*
	
	
	

	Exceptional costs (actual costs)       if applicable
	
	
	

	Total
	
	
	

	

	Now please fill in the boxes below which detail the overall budget of the exchange

	Calculation of Final Grant Request

	Preparation of participants

	Description of preparation
	

	Costs of preparation
	

	Travel costs (young people and group leaders)

	Organisation/Group
	

	Number of persons
	

	Dates (from/to)
	

	Means of transport
	

	Costs
	

	Total
	

	Advance Planning Visit – Travel Costs

	Organisation/Group
	

	Number of persons
	

	Dates (from/to)
	

	Means of transport
	

	Costs
	

	Subtotal (1)
	

	Advance Planning Visit – Flat Rate Calculation

	Organisation/Group
	

	Number of persons
	

	Number of days
	

	Flat rate per day
	

	Costs
	

	Subtotal (2)
	

	Total costs = sum of (1) and (2)
	

	Hosting Programme Costs – Flat Rate Calculation

(young people and group leaders)

	Total number of participants
	

	Number of days
	

	Flat rate per day
	

	Total
	

	Exceptional Costs (if applicable)

	All Exceptional Costs must be actual costs, properly supported and justifiable

	Reason for costs
	

	Nature of costs
	

	Total Exceptional Costs
	

	

	Signature

	I confirm that this report is a true and accurate

account of the exchange project.

	Sign here         (
	

	Name
	

	Organisation
	

	Address
	

	Date
	

	


	Checklist – have you given full details and enclosures* where required?

	
	For office use only

	Part one: Factual Information
	
	

	Part two: Narrative Report for Leaders
	
	

	Part three: Narrative Report for Young people
	
	

	Part three G : List of all participants &  Signatures
	
	

	Part Four: Financial Statement & receipts where applicable
	
	

	
	
	

	Attachments : Copy of The Programme
	
	

	Photos/ Videos/ Press clippings
	
	

	Programme for Causeway Youth Exchange
	
	

	Signatures of legally responsible persons
	
	

	 
	
	


Thank you
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