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This template provides notes on content, suggested activities, and resources that can be customized to facilitate an Orientation to the Neighbourhood Small Grants (NSG) program. The schedule presented here is based on a day and a half workshop but please adjust the timing as well as content according to the time available, your facilitation style, updates in the program, and the needs of the particular group participating in the Orientation. 
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[bookmark: _Toc87438247][bookmark: _Toc87438334]SECTION ONE: PROGRAM OVERVIEW 
For this section, please use the “Section One: Program Overview” PowerPoint.

[bookmark: _Toc87438248][bookmark: _Toc87438335]9:00-9:30 Welcome
>> Section One PowerPoint - Slide 1

In this section, we will welcome people to the workshop, do a territory acknowledgement, set the tone and give participants space to introduce themselves and get to know each other a bit. We will also deal with some housekeeping items and review the agenda.

Territory Acknowledgment
Start the workshop by naming the First Nation(s) on whose territory the Orientation is taking place. If you are a non-Indigenous person, you may also want to consider this an opportunity to reflect on the relationships between the NSG program and local First Nations communities, as well as to ask the participants to do the same. Try to personalize the territory acknowledgement and name some of the history, connections and work being done towards reconciliation. If an Indigenous person from the host territory is present, you can also invite them to do a welcome, and provide an honoraria to them for doing so. 

Purpose of the Orientation
Before hosting a workshop or event, it is helpful to start by defining its purpose. Being clear about purpose can guide us to create gatherings and learning spaces that are powerful and intentional. Offer the purpose that you and your co-facilitators have created for the Orientation. For example: Our purpose in this Orientation is to introduce you to the bigger picture frameworks and principles that guide the NSG program, as well as the details of how to coordinate a granting cycle and the resources available to help you with this. We also hope to inspire you to create NSG programs with deep and positive impacts in your community, foster connections that strengthen the NSG community, and give you a taste of what it feels like to participate in the NSG program.

Round of Introductions
For introductions, you may want to ask people to share their names, what community they work in, what role they play within the NSG program, and how long they’ve been in this role and/or working with the organization they are affiliated with. Optionally, in order to honour gender diversity, you can offer people the opportunity to also share the gender pronouns they use (eg. she/her, he/his, they/theirs). With gender pronouns it can also be good to remind people that if they do share, to please offer the pronouns they regularly use - although it can feel inclusive to say that we don’t mind what pronouns others use for us, this can unintentionally minimize the impact that pronouns, and in particular being misgendered, can have for transgender and non-binary people. It is important that this be optional so that people can choose to offer their pronouns only if they feel comfortable/safe doing so. People can also be given nametags and asked to write their name and pronouns on them if they choose. For people who would like more information on gender and pronouns, a good resource is: http://www.phsa.ca/transcarebc/trans-basics

Housekeeping
This can include where people can find bathrooms, details about the food, and reminders to put phones on silent or vibrate.

Ways of Working Together 
>> Section One PowerPoint - Slide 2
Consider brainstorming ways the Orientation participants wish to work together during this time. A list of “Ways of Being Together” can be found in the PowerPoint. They are similar to the “Ways of Being Together” template for use with a Neighbourhood Grants Committee during granting decision meetings that is included in the Toolkit. You may want to offer these points as examples or suggestions and then have the group decide together which ones to keep, whether they want to change any of the wording, and if there are any others they would like to add. 

Reviewing the Agenda
>> Section One PowerPoint - Slide 3
Provide participants with a brief overview of what the day will look like, and let them know that you will be going through the different parts of the program roughly based on the order in which it happens throughout a granting cycle. 

Introducing the NSG Toolkit
>> Section One PowerPoint - Slide 4
Introduce participants to the Coordinating NSG Toolkit, letting them know that the Orientation will be based on the templates, guides and other documents from the Coordinating NSG Toolkit, and that these will be available to them to customize to their NSG area and use in their program. Show them how to access and download the Toolkit after the Orientation and try to refer back to it often and encourage engagement with its contents.

This is also a good time to emphasize that each NSG area does things a bit differently. Encourage participants to see both this Orientation and the Toolkit as a starting point, and something they can and should customize or take what they need from and leave the rest. The Orientation and Toolkit are not meant to represent a top-down or cookie cutter approach. As you will discuss throughout the Orientation, this doesn’t work in community development. 
 
Rather than any specific process or practice, it is the Principles of Grassroots Grantmaking that are at the heart of the NSG program and as the principles tell us, NSG is a placed-based program in which local decisions are best and where we live infuses the work. The goal of the Toolkit and Orientation is to help with some of the administrative and coordination work of the program, so that local program staff and volunteers are free to focus on the work that really matters: the relationship building.

Icebreaker 
>> Section One PowerPoint - Slide 5
Invite the group to participate in an icebreaker to warm up and get to know each other a bit. Invite everyone to take a few minutes to reflect on the materials they received before the Orientation and to write down some notes in answer to the following questions. Then they can either be put into pairs or small groups to share some of what they thought/wrote, or if it’s a small enough group be invited to share with everyone. For people doing the training or who are there in a mentorship capacity, have them think of the following questions as a reflection on the impacts they have seen NSG make so far in their communities/regions.
· What was most exciting, inspiring or thought-provoking for you in the readings and resources you received before the Orientation? 
· Why do you think NSG is important for your community or region specifically? What issues or problems might it help address? 
· If you were to dream of NSG having the most positive possible impact in your community, what would it be? How do you want this program to make your community/region a better place to live? 

[bookmark: _Toc87438249][bookmark: _Toc87438336]9:30-9:45 What is Neighbourhood Small Grants? 
>> Section One PowerPoint - Slides 6-7

In this section we will be doing a quick overview of the NSG program, reviewing some key definitions, and briefly discussing the history of the program. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. Documents from the NSG Toolkit that are relevant to this section include:
· “What is NSG Template”
· “NSG Definitions Template”
· “How an NSG Program Works Template”
· ”What is Grassroots Grantmaking?”

Give a brief overview of what NSG is, such as the following:

Neighbourhood Small Grants (NSG) is a grassroots grantmaking program that provides $50-$500 grants to empower community members to bring their neighbours together, create new connections, and make their neighbourhoods better places to live. 

According to Grassroots Grantmakers, a US-based network: (>> Slide 7)

“Grassroots grantmaking is a place-based grantmaking strategy that is simple yet powerful. Quite simply, it utilizes modest grants and common sense to help people reclaim their place as change-makers in their own community. It is about community engagement at the most human level. The strategy supports the determination and passion of people to actively join with their neighbors to create the community that provides the supportive environment they need to live the life that they want. 

Grassroots grantmaking is powerful in that it recognizes the potential of a largely untapped resource for community vitality, resilience and justice - the informal associations at the community level that most frequently operate under the funding radar screen. These informal associations (the grassroots groups) serve as the locus for “active citizenship” in a community. Investing in grassroots groups provides a mechanism for activating a critical missing ingredient in more traditional community development strategies - the knowledge, passion, commitment and enduring presence of people who in live in a community.” 

NSG Definitions 
>> Section One PowerPoint - Slide 8
Review the following terms and ask if there are any questions:
· Neighbourhood Grant Committee (previously known as the Resident Advisory Committee): This is the group of local volunteers who make decisions about how the grants are distributed in their community. The size of the committee varies, but they typically have 4-6 members. 
· Partner Organizations: These are the organizations involved in the NSG program in a particular area. They may include funding bodies such as community foundations as well as local organizations that help to coordinate the granting process in the communities they serve. Some NSG areas have only one Partner Organization and others have several. 
· Program Coordinators: Program Coordinators oversee and implement the main activities involved in the granting process. They may be staff at a Partner Organization or an outside contractor.
· Project Leaders: Each grant application requires a main applicant and a co-applicant. When an application is successful they are referred to as Project Leaders and together are responsible for the grant and the project’s activities.
· Project Participants: These are the people who participate in projects funded by an NSG grant.
· Regional Networks: NSG regional networks connect nearby Partner Organizations and coordinate capacity building, financial support and collaboration. Each Regional Network has a Regional Network Lead, an organization that coordinates the network and its work.

NSG Video 
>> Section One PowerPoint - Slide 9
One of the best ways to see what NSG is and the impact it has in communities is through stories. Let the participants know that you will be showing videos from the program through the day today, to share the stories of past NSG projects and programs, starting with “Bringing Your Community Together”. 

After showing the video, ask the participants to reflect on what they noticed/what stood out to them in the video.

History of Neighbourhood Small Grants 
Provide a short history of the NSG program, such as the following:
· Neighbourhood Small Grants began in 1999 in East Vancouver, as a partnership between the Vancouver Foundation and Cedar Cottage Neighbourhood House. Over the next few decades, NSG expanded throughout the Lower Mainland into communities such as South Vancouver, Burnaby, the Downtown Peninsula and Kitsilano.
· Over time, communities throughout the province began to express interest in developing their own NSG programs. In less than a decade, the NSG program has more than tripled its reach and now serves communities across British Columbia. 
· In order to facilitate the expansion of the NSG program, the Vancouver Foundation, in consultation with existing NSG communities, developed a new Regional Network model. NSG Regional Networks will support partnership development, provide financial support, and facilitate collaboration and implementation of the NSG program across the province. 
· Each network has a Regional Network Lead organization that will act in a leadership role and coordinate the program in their region. The current NSG Regional Networks include Metro Vancouver, Vancouver Island, Sea to Sky Corridor and Thompson, Okanagan and Boundary.
· If applicable, inform the group about their Regional Network and the Network Lead.

The “Bigger Picture” of Neighbourhood Small Grants
Here, we’ll be talking about the larger picture of NSG - its grounding in Asset-Based Community Development, Grassroots Grantmaking, and the Principles of Grassroots Grantmaking that guide the program. There are a number of documents from the NSG Toolkit relevant to this section, which include:
· “Mapping Your Community”
· “Principles of Grassroots Grantmaking”
· “Coordinators Guide to the Principles of Grassroots Grantmaking”
·  “The Benefits of Neighbourliness”

[bookmark: _Toc87438250][bookmark: _Toc87438337]9:45-10:15 Asset-Based Community Development 
>> Section One PowerPoint - Slides 10-11

Often when we are providing services or funding to a community, we naturally tend to focus on addressing problems or challenges. Neighbourhood Small Grants uses a slightly different lens. It uses an Asset based community development (ABCD) model to build vibrant and sustainable communities by drawing on their already existing strengths.

If you have time, consider reviewing this 4 page summary from the Tamarack institute. It can be projected up on a screen or provided as a handout, and will give participants a strong summary of ABCD, its principles and elements, and how it differs from other community development methods: ABCD at a Glance (PDF from tamarackcommunity.ca) 

To distil it down further, ABCD focuses on three main questions:
· What are the strengths and resources within the community (at all levels - individuals, informal groups, associations, physical spaces, businesses, organizations, supportive local governments or politicians)?
· What are the values, priorities, goals, needs, problems and challenges the community wants to address together? 
· What visions and plans could contribute to making this happen?

Suggested Activities:

1. As a whole group or in smaller groups or pairs, use the “ABCD Three Circle” Handout and brainstorm at least a few examples for each of these questions, with each person speaking from their experience in their own community/region.
2. Put participants into small groups and offer them some art supplies (collage materials, paper, markers etc). Ask them to discuss briefly what kind of art work they might want to make and what kind of creative talents/assets lie within their group. Do they want to write a poem? Is there someone who could illustrate what the group comes up with? Would they like to collage? Do they each want to do something different and create multiple artworks or all work together on one?
Then ask them to imagine a community that celebrates and utilizes all of its assets. Have them take a few moments to make a few notes or do some reflection individually. What might that community look like? What might you find happening if you took an afternoon or early evening walk through a neighbourhood in such a community? 
Then, when they’re ready, give them 10 minutes to create an artwork they can share with the group. Assure them that we’re not looking for perfection - just expression and exploration!
3. Do a community show and tell. Invite each participant to share something they consider special about their community, that embodies the gifts of their community members. For example, it could be something they would encourage people to see or attend if they were visiting from out of town; the answer to the question “if you were coming through my community and could only see one thing I would recommend…” Ask volunteers to either tell the group about what they choose or if possible, bring up a photo or website that can be projected onto the screen to show the group. 

Remind participants that the document “Mapping Your Community” that they were sent before the Orientation has more information on asset mapping.
[bookmark: _Toc87438251][bookmark: _Toc87438338]
10:15-10:30 Break

[bookmark: _Toc87438252][bookmark: _Toc87438339]10:30-12:30 Principles of Grassroots Granting

The Principles of Grassroots Grantmaking are the heart of the NSG program, meant to guide everything from promotions and outreach to supporting Project Leaders to use their grants and evaluating the program. In this next section, we will go through each of the principles, what they mean, and some examples of how they can inform your work in coordinating a local program. You may wish to provide the summaries of the principles as a handout so that people can follow along as we go through them. 

Principle #1: Everyone has gifts
>> Section One PowerPoint - Slides 12-13
Summarize the principle: We believe that everyone has gifts to contribute to their community and that the passions, skills, and knowledge of neighbours are the building blocks of community development. We work to notice the richness of our community and to support, build on and celebrate it. Each of us has capacities that can help improve and enhance our communities.

Suggested Activities:

1. In pairs, small groups or the whole group discuss some of the following questions: 
· Do you remember a time when you felt that someone recognized your gifts and helped you share them? What was this experience like?
· What changes might happen in our communities and organizations if more people came from the perspective that everyone has gifts? 
· How can you, in your role, show people that you recognize their gifts and help foster them?

2. If you have time, consider reviewing the following document “20 Things You Can Do When You Know Someone’s Gift” from the Tamarack Institute with participants: GiftAPSRSPacketMay2005 (hubspot.net) It can be projected up on a screen or provided as a handout. Once you have gone through the 20 points listed here, ask the group if they can think of any others. Ask them if there are any that stood out or that they would like to bring into their work.

3. Do a gift inventory. Put a few pieces of flipchart paper up on the wall and provide markers to the participants. Have them “map” out the gifts that are in the room. This could mean that each person writes or draws some of the gifts they feel they offer in their work, family, community or life in general or that people in pairs write or draw the other’s gifts (the latter may feel like less pressure for some people, as many of us can be shy about our gifts). 

Encourage people to brainstorm as many things as they can until the pages are full. Give them prompts to keep their ideas flowing:
· What do they love to do?
· What skills or talents do they have (including the hidden or quirky ones they don’t always talk about)? 
· What do people ask them for help with?
· What qualities do they possess that they are proud of?
· If someone who loved them was asked to describe their gifts, what might they say?
· What they would be able to teach someone else to do?
· What are their hobbies or passions? 
· As the paper fills out, it can demonstrate how many gifts can be present, even in a small room of people. Feel free to participate as the facilitator!

Principle #2: Small is beautiful
>> Section One PowerPoint - Slides 14-15
Summarize the principle: We believe that small-scale actions and projects can have far-reaching and lasting impacts on people and places. Small projects can spark neighbours’ motivation, sense of capacity, and desire to collaborate with others and give back to their community. Small projects might inspire further ones and provide a sense of credibility so that they can be scaled up over time with other partnerships and larger funding applications.

Suggested Activities:

1. In pairs, small groups or the whole group discuss some of the following questions
· What do you think are the advantages of keeping the grants and the projects they fund small?
· What do you think would be the challenges of this? 
· Are there times we might want to help projects scale up? 
· Are there other funding streams in your community that might help with this?
2. Ask the group to think of something small that they love about their community and feel either brings people together or creates a sense of place. It can be an event, an initiative, a physical space, an artwork, a bench, an physical installation like a book exchange box - the only requirement is that it needs to be small in scale. If you already did the show and tell activity in the ABCD section above, ask them to think of something else, on a smaller scale. Perhaps something hyper local to their neighbourhood. 

Once they’ve had some time to think, ask whoever would like to share to do so. Consider asking one or two participants to google a photo of what they shared and project it up onto the screen for others to see.

Principle #3: Local Decisions
>> Section One PowerPoint Slides - 16-17
Summarize the principle: From an Asset-Based Community Development perspective, local community members are experts in the opportunities, challenges and priorities in their neighbourhoods and have a unique ability to gain trust and foster participation amongst their neighbours. Fittingly, the NSG is powered by you as a local resident, as well as the Neighbourhood Grant Committee (NGC)and Project Leaders. We support local leaders by asking for and listening to their feedback, connecting them with resources, and facilitating peer mentorship to ensure that they receive advice that is grounded in lived experience and local contexts.

Suggested Activities:

1. In pairs, small groups or the whole group discuss some of the following questions:
· What advantages might local residents have as leaders of initiatives to improve their community and decision-makers on grant distribution versus say service providers, a local foundation or municipal staff? 
· If you work for a foundation, how will this differ from how you usually make decisions around how grant funds are distributed? 
· If you work for a community organization, how will this differ from how you usually run your services?
2. Review the following document “Tips for Working with Neighborhoods.” It compares side by side “how we normally work with other organizations” versus “how we work differently with neighborhoods and residents.” Allow the group some time to discuss these differences, and how they apply to their work with NSG: Tips Working With Neighborhoods (PDF by tamarackcommunity.ca)

3. Bonus activity: Ask the group to guess what is happening on the photos on slide 17. They are of the McSpadden County Fair Zucchini Races! Now a bigger event, the McSpadden County fair started off as a small NSG project in East Vancouver. You can learn more about their zucchini races here: McSpadden County Fair/Zucchini Races


Principle #4: Where we live matters 
>> Section One PowerPoint - Slides 18-20
Summarize the principle: Grassroots grantmaking is place-based. As the NSG program expands into new regions, it strives to maintain this approach to community development, collaborating with local organizations and foundations to adapt the program to local contexts. NSG projects are envisioned, approved and implemented by local community members, so that change happens in a way that is unique to each area and the people who live in it.

Discuss the possibility of having special focus areas for the grants in an area, or for particular years. These focus areas are a way to engage certain populations within the community or to encourage projects around a certain priority that has been identified by the community. Not all grants would need to fall under these focus areas, but special funds could be put aside for projects that do, or those projects could be prioritized within the normal granting funds. 

These focus areas are a way to engage certain populations within the community or to encourage projects around a certain priority that has been identified by the community. Here are a few examples:
· Projects that connect Indigenous and non-Indigenous community members to promote cross-cultural learning, sharing and understanding. For example, community kitchens where stories of food are shared; collaborative arts and crafts workshops where participants exchange their skills and experiences. 
· Projects that are led by youth aged 18-24 and encourage more young people to participate in the program. For example, youth-led community dialogues; youth-led neighbourhood-cleanup events that foster intergenerational connections.
· Projects that build intergenerational connections. For example, cooking or gardening projects where youth learn about growing and preparing food from seniors, or projects where youth teach seniors computer skills.
· Projects with a green focus. For example, projects that help in reducing participants’ carbon footprint, creating zero waste, improving access to nature, growing local food, and so on.

Suggested Activities:

1. If there is time, do a “World Cafe” on the goals and objectives and special focus groups:
· Preparation: Before the workshop, print each of the above mentioned examples of priority focus areas on big sheets of flipchart paper and place each one on a table with markers.
· Brainstorm if there are any other priority focus areas the group thinks might be relevant to their community. Decide if you want to also include these in the world café, and if so, write them on a large piece of paper as well.
· Have participants spend 5 minutes at a table. Invite them to brainstorm and take notes about how these priority focus areas are relevant in their communities/regions,ways to make them more suitable for and how they might implement them in their local context, and so on, encouraging them to make notes on the big pieces of paper.
· Have them switch to another table for an additional 5 minutes. Repeat as time and interest allows.
· At the end, give people a few minutes to walk around to the different tables to see what was brainstormed and allow some time for discussion.
2. If there is not enough time for the above activity, have people discuss in pairs or small groups which of the example priority focus areas might be relevant in their community and any other priority focus areas they might want to explore. Invite them to choose one or two of these potential priority focus areas and take 5-10 minutes to make notes on ways they might implement them in their communities. If there is time, provide some space for people to share from what they wrote.


Principle #5: We learn together
>> Section One PowerPoint - Slides 21-23
Summarize the principle: Opportunities to learn together support the success and sustainability of grassroots programs such as the NSG. The goal is to foster a spirit of life-long learning and to empower community members to contribute their knowledge and skills. The Vancouver Foundation, NSG Regional Networks, and local Partner Organizations facilitate a wide range of networking and capacity-building opportunities for NGC members and Project Leaders, including training and orientation sessions, grant-writing support, skill-building workshops, community gatherings, and the annual NSG evaluation surveys and final report.

Review the different kinds of knowledge exchange and skill sharing that are part of the NSG program:

Basecamp: Basecamp is an online project management and team communication platform. It is used to connect NSG Coordinators and other stakeholders across the province, giving us a place to exchange ideas, pose questions, and to share feedback, knowledge, resources and best practices. The NSG Headquarters is for the province-wide NSG team and Regional Network Leads are now able to create their own community in Basecamp to communicate with each other in a smaller group. The Vancouver Foundation or Regional Network in your area will invite you to the appropriate areas of Basecamp and you will then be prompted to create an account attached to your email address or google account. 

Partner Meetings: Province-wide NSG Partner meetings may be held one to two times per year, while Regional Networks will convene their partners more regularly. These meetings can be attended in person or through video conferencing. The Vancouver Foundation or Regional Network in your area will send out an agenda prior to the meeting and are open to suggestions about what to include. In the past these meetings have included updates about and chances for feedback on changes to the program, sharing of noteworthy projects and best practices, opportunities for group learning and discussion, and reviewing program evaluations from past granting years. 

NSG Learning Days: NSG Learning Days, which are also sometimes called NSG Summits, bring together Program Coordinators, Partner Organization staff, Neighbourhood Grants Committee members and Project Leaders to connect, network, and share knowledge, skills and strategies. They often include interactive workshops, guest speakers, brainstorming sessions, and presentations by Project Leaders. In the past, these were organized by the Vancouver Foundation for the entire province, but now most Learning Days will be organized regionally through the new Regional Network model. 

Professional Development: There are often other professional development opportunities throughout the year, which we try to share as broadly with each other as we can. These might include invitations to conferences and local workshops, bringing in guest speakers to present, or attending each other’s Wrap Up Celebration events. If there is something you’re interested in organizing or extending an invitation to, please reach out and see if there is interest and support available.


Suggested Activities:

1. Play the NSG video “Sharing Knowledge”. After it’s done, have people share what stood out to them. Then, ask them to each take a few moments to think of a time when they learned something in a similar way, in a community setting. What was it like? What did they enjoy about it? How was it different from more formal learning environments they’ve been in? 
2. Hand out sticky notes to all of the participants. Have them write out two things they could offer to teach people in their community about and two things they would love to learn more about from someone else. Put up a page of flipchart paper for each category - what people can offer to each and what they want to learn - and have everyone place their sticky notes on the appropriate page. Give the group time to look over the topics and see the richness available even in a small room of people.

See if there is any overlap, where someone is offering to teach what someone else wants to learn. If so, remove these from the flipchart sheets and stick them together on the wall next to them. For those that are left, discuss possibilities of how the person might find someone in their community interested in learning those things or able to teach them (but in the NSG way rather than through paying for lessons/courses). If there are any that are outside of the scope of NSG because they likely require the services of a professional or bring up liability issues, discuss that as well. 

If the group would like to and there is time, group people together in pairs and give them 5 minutes each to teach the other person a little bit about one of the topics they chose. Acknowledge that this is a very short amount of time, and encourage them to keep it simple. They could simply tell the other person where they’d start if they were to offer their knowledge in this area to someone else, how they might teach it, or their top 3-4 tips for someone starting to learn about this topic.
[bookmark: _Toc87438253][bookmark: _Toc87438340]
12:30-1:30 Lunch
>> Section One PowerPoint - Slide 24

To begin lunch, play the NSG Video “Culinary Connections. 


[bookmark: _Toc87438254][bookmark: _Toc87438341]1:30-2:15 Principles of Grassroots Granting (continued)

Principle #6: Everyone is invited 
>> Section One PowerPoint - Slides 25-26
Summarize the Principle: The NSG program is committed to accessibility and inclusion so that all neighbours feel welcome to contribute their leadership, lead projects, and participate in events. When all voices are heard, and all ideas considered, we can create visions for our neighbourhoods’ future that are powerfully supported by the community. We can also increase neighbours’ sense of belonging and create opportunities for people to form connections across differences. 

Suggested Activities:
1. In pairs or small groups, invite participants discuss some of the following questions:
· What groups in our community may experience barriers to participating in NSG as an Neighbourhood Granting Committee member, Project Leader or a participant? 
· In order for NSG to truly include everyone and make space for and celebrate everyone’s gifts, what might we have to do to make the program accessible and inclusive?
· Consider a time that you realized that something your, your organization or program was doing was not inclusive, equitable or accessible in some way. What happened? What did you do or wish you had done? What was that like, what do you wish had been different and what did you learn?
· Come back to the larger group for a debrief, and discuss ways that the Committee and larger NSG program can create an environment that supports those who speak up about inequity, inaccessibility and lack of inclusion, and where, when these things are named, we do our best to respond with openness to making changes rather than with defensiveness or denial. 
· What might that look like? Do people feel ready to make a commitment in this way? This can be uncomfortable at times - what are some ways to care for ourselves and others during difficult conversations?
2. Use an experiential exercise such as Step Forward, Step Back, or Power Shuffle. Please note that although it is most powerful when people physically move in the room, these exercises can be done by raising hands or even as a writing exercise where people note down which statements apply to them. You can also choose to have small or large group discussions about how it felt, why they think the statements were chosen, and how these kinds of differences might impact whether and how someone might participate in the NSG program.
3. Watch this 12 minute Ted Talk: We all have implicit biases. So what can we do about it? with Dushaw Hockett. Give the Committee some time to discuss afterwards, with guiding questions such as:
· Can you think of times you’ve seen implicit bias against marginalized groups at work? 
· Can you think of ways it might play out in the grant decision-making process? (If you’ve seen it as a Coordinator, feel free to add examples).
· If we become aware that implicit bias may be at work in our NSG program, how might we address it? 
· How do we want to approach each other or be approached if we have to talk about implicit biases we are seeing? 
Please note: If the idea of implicit bias against, lack of equity for or inclusion of more privileged or dominant groups comes up, it is important to explain that this is about power, and the biases and barriers that have the most negative impact are those that are upheld by larger structures of power in our society. It is important to ask questions like: what groups experience the biggest barriers in our society? For example, although people with disabilities may hold implicit biases against able-bodied people, this is likely to be because of their experiences of marginalization in our society. These do not have the same impact on able-bodied people, who are not broadly discriminated against in our society, as the biases that are held against people with disabilities would have. They will not, for example, make it significantly harder for able-bodied people to get jobs, whereas biases against disabled people can and often do. This also goes for inclusion - if a group of people with disabilities wanted to do a project that is only for people with disabilities, this may reflect their desire for a safe space and ways to collectively address the barriers to inclusion and accessibility they face. This would be very different from a project that only able-bodied people were invited to participate in or that somehow excluded people with disabilities.
4. Watch the NSG Video “Pole Painting”. Afterward, have people share what stood out to them in the video. Then, ask them to each take a few moments to think of some of the community events and projects or even just social gatherings they’ve been to that felt inclusive. Then, in small groups, ask them to discuss the following questions:
· What made these events, projects or gatherings feel inclusive? 
· What efforts, small or large, did you see the hosts/organizers/facilitators make to create an inclusive space? 
· Are there ways they could have potentially been even more inclusive?
[bookmark: _Toc87438255][bookmark: _Toc87438342]
2:15-2:45 The Benefit of Neighbourliness 
>> Section One PowerPoint Slides 27-30

Review the Benefits of Neighbourliness document. Ask how many people were able to read it before the Orientation. If a large number of people haven’t yet read it, consider putting them into a small group and giving them a few moments to do so before discussing. The others begin discussion right away.

After reviewing the document, use the PowerPoint to review some of the benefits of building communities of place. Next, if there are people from rural contexts at the Orientation, acknowledge that the way people define neighbourhoods can look different in different places. Use the two examples of artwork that represent the neighbourhoods in Vancouver and Victoria to make the point that sometimes (but not always) neighbourhoods can be more clearly defined in urban spaces. However, even in places where a "neighbourhood" is not as obvious as in a city, people identify with places. Ask the group to talk a bit about what neighbourhoods look like in rural settings.

Suggested Activities:

1. In small groups some of the following questions:
· How are communities of place different from communities of interest or culture? 
· What “neighbourhood” do you live in? What are some things you love about it? What are some of the challenges of living there?
· In the region where you live are there areas where place-based community is stronger than in others? 
· What barriers do you see to having people connect with the people who live closest to them?
· What might improve in your community if people were more connected with their neighbours?
2. Referring back to the examples of artwork representing the various neighbourhoods in Vancouver and Victoria in the PowerPoint, participants can be invited to sketch one of their own communities. This can be done alone or with other people who live in the same community. After, allow some time for sharing.
[bookmark: _Toc87438256][bookmark: _Toc87438343]
2:45-3:00 Strategic Grassroots Grantmaking 
>> Section One PowerPoint - Slides 31-32

Discuss the ways in which Grassroots Grantmaking programs can be strategically expanded and deepened over time. This is done by layering various new elements over time, adjusting the grant size and coupling it with specific community development support.

First Stage - Foundations: This first level can be to activate relationships in communities with small grants ($50-$500) to help neighbours organize projects that bring their communities together. Most NSG programs are at this level.

Second Stage - Building Momentum: some of those projects might end up building groups/collectives (eg. Westend Artists Collective) and you can maybe increase the size of the funding ($2,500-$3000) and provide them the opportunity for slightly larger collaborative projects.

Third Stage - Creating Change: Some projects will start to tackle more complex issues and might need more funding. At this point, we can tailor the grants amounts and capacity building support accordingly. These are for grants around $5,000 and are earmarked mostly for neighbourhood associations, Parent advisory groups and other informal groups.

Responsive Grantmaking - Addressing Priority Focus Areas: At times, we may want to consider using NSG to reach specific groups who are not yet involved or facing particular barriers or to nurture community solutions to particular social issues. Examples include reaching youth, newcomers or First Nations communities, creating intergenerational or cross-cultural connections, and responding to crises such as a pandemic or natural disaster. This can happen at the same time as any of the other stages.

Offer the following quote as a reminder of the complexity of the kinds of community building NSG entails, and to support the call for strategic grassroots grantmaking: 

“What makes community building so complex is that it occurs in an infinite number of small steps, sometimes in quiet moments that we notice out of the corner of our eyes. It calls for us to treat as important many things we thought were incidental.” - Peter Block (Community, The Structure of Belonging)

Suggested Activity:

1. Give the group time to each work on their own on the following activity. Give them paper and drawing tools, and instruct them to draw a cake with 5 layers. Ask them to brainstorm ways the program might be structured and modified each year so that it evolves to create an increasingly deeper impact in their community. 

Each layer of their “cake” represents one or two years of the program. Encourage them to envision the future direction of the program as it grows, and to make notes in each “layer” about what they plan to focus on and add over time. This could include groups in the community they hope to engage, the kinds of projects they are hoping to nurture, the issues they hope the program can address and positive changes they hope the program will support. Once they work on this individually for 5-10 minutes, ask them to share their vision with other participants.

[bookmark: _Toc87438257][bookmark: _Toc87438344]3:00-3:15 Partnership Establishment
>> Section One PowerPoint - Slide 33

If applicable, discuss the Memorandum of Understanding agreements and anything else required for partnerships to be formalized with the organizations represented in the room.
[bookmark: _Toc87438258][bookmark: _Toc87438345]
3:15-3:30 What Does a Granting Cycle Look Like?
>> Section One PowerPoint - Slide 34

Timeline of Activities: Go over the timeline of activities for the upcoming or current year and/or the various ways that NSG areas organize their granting cycles (for example, spring cycle, fall cycle, or accepting grants as they come in throughout the year). Emphasize that each area has full permission to customize their granting cycle in a way that works for them and to change it over time if needed/desired.


Review the Coordination Checklist Template: Review the Coordination Checklist in order to provide an oversight of the activities involved in coordinating a granting cycle, before we begin breaking down these activities one by one. This can be included in the materials sent to participants ahead of time, and/or provided as a handout for people to follow along with throughout the rest of the Orientation.

[bookmark: _Toc87438259][bookmark: _Toc87438346]3:30-3:45 Break	



[bookmark: _Toc87438260][bookmark: _Toc87438347]SECTION TWO: NGC, PROMOTIONS AND APPLICATIONS 
For this section, please use the “NGC, Promotions and Applications” PowerPoint.

[bookmark: _Toc87438261][bookmark: _Toc87438348]3:45-4:15 Recruiting and Orienting the Neighbourhood Grant Committee (NGC) 
>> Section Two PowerPoint - Slide 1

In this section we will be going over how to recruit and orient the NGC, the group of local resident volunteers who make decisions about how the grants are distributed and support the NSG program in their area. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There are a number of documents from the Toolkit relevant to this section, which include:
· “Guide to Recruiting and Orienting the NGC”
· “Guide to the NGC Structure and Responsibilities”
· “Guide to Interviewing and Selecting NGC Members”

What is the NGC 
>> Section Two PowerPoint - Slide 2
Introduce the NGC: The Neighbourhood Grant Committee (NGC) is the group of local residents who decide how to allocate NSG funding to the applicants in their area. They may also assist with promotion of the grants, mentor Project Leaders, attend NSG events, and help to organize and facilitate the Project Leader Orientation and Wrap-Up Celebration events. 

NGC Terms of Reference 
>> Section Two PowerPoint - Slide 3
Summarize the Terms of Reference and encourage participants to look these up at a later time in the Toolkit to read them more closely:

· Appointment: Members are recruited by NSG partner organizations in each participating community. The Program Coordinator and/or others make appointments to the committee after an interview process.
· Reporting: Members will report to, and be supported by, the Program Coordinator.
· Orientation: NGC members will be provided with an orientation training session to learn about the process for reviewing NSG grant applications and prepare for the grant review meetings.
· Committee size: Each committee will have at least four to six members. The Program Coordinator will decide on the size of the committee for the community based on the size of the area, the population, and the number of NSG proposals that likely need to be reviewed.
· Diversity: The committees are composed of people with diverse skills, life experiences and backgrounds to ensure that a variety of perspectives are included in grant-making decisions. They should also reflect the diversity of the community itself as much as possible.
· Term: NGC members serve for a two-year term, which may be renewed once for a total of four years. The two-year commitment and renewal of the role are up to the Program Coordinator. 
· Overlapping terms: Members serve on the committee in overlapping terms of service, creating a gradual turn over in membership. New members are selected as needed when vacancies occur. This enhances consistency in decision-making, allowing experienced members to share their knowledge with new committee members.
· Supporting roles: For NGC members who would like to continue to support the program after their term on the NGC has expired, there are opportunities to take on roles such as program promotion, event planning and supporting grant recipients or program mentors/champions.

NGC Roles and Responsibilities 
>> Section Two PowerPoint - Slide 4
Summarize the NSG roles and responsibilities and encourage participants to look these up at a later time in the Toolkit to read them more closely:

· Promotion: Promote the NSG program through word of mouth, e-mail, social media, posters, and other means.
· Grant reviewing: Review project proposals and make recommendations for funding in line with NSG principles, goals and grant approval guidelines.
· Assisting community gatherings: Assist in planning and conducting an orientation event for NSG Project Leaders and a Wrap-Up Celebration session.
· Mentorship: Support NSG project leaders by answering questions during the application submission stage, providing them advice as they plan their projects as needed, and attending their projects to offer encouragement.
· Storytelling: Collect and share stories about projects that stood out for reaching a milestone, overcoming a challenge, showing more creativity, and/or having significant participation.
· Feedback: Provide feedback and reflection on the NSG Program to the Program Coordinator, local Partner Organizations, and Vancouver Foundation for improving the grant-making process and the overall program.
· Recruitment: Identify individuals from within the community as potential future committee members and make recommendations for recruitment to the Program Coordinator.

Recruiting and Interviewing the NGC: What to Look For
>> Section Two PowerPoint - Slide 5
Summarize what to look for when recruiting and interviewing the NGC and encourage participants to look this up at a later time in the Toolkit to read it more closely:

When looking for volunteers for the NGC the most important qualification is that they live in the neighbourhood - this is the foundation of their expertise! However, there are other qualities that you may want to look for when deciding who to invite onto the committee.

For example in 1999, at the very beginning of the NSG program, the Steering Committee recorded the following intention for the NGC: “that members demonstrate tolerance, openness, a sense of humour, and a willingness to be part of the team." We also strive to have the NGC reflect the diversity of our neighbourhoods, towns, cities or regions. Keeping the larger picture of the Committee in mind as you select each individual member can be very helpful in this way. 

Before interviewing potential members, consider the number of members you feel is the right fit for your NSG area. A group that is too small may not have enough diversity of viewpoints, life experience and skill-sets, but if it is too large, making decisions can be inefficient and overly time- consuming. Most Committees have 4-6 members, but some NSG areas have multiple smaller committees of 3-4 members for different geographical areas or neighbourhoods. 

When you begin meeting with prospective members, it is crucial to clarify expectations regarding commitment, communication and so on, especially during the decision-making time. Overall, the time commitment for being on the Committee is quite manageable for most people, but during the grant decision-making period it can be significantly larger. It is important to determine whether this will be workable for a potential volunteer. 

Qualifications and Qualities of NGC members:

· Alignment with the principles of the program - it can be helpful to provide interviewees the Principles of Grassroots Grantmaking either before, during or after the interview - including the belief that each individual has something positive to contribute their community; supporting, valuing and reflecting the diversity of our communities; bringing people together and building new relationships; building leadership and capacity amongst residents; and putting trust in the ability of local residents to use the grant money well
· Ability to commit to the full year of the program and ideally a two year term and adequate availability, flexibility and capacity, especially during the busiest months 
· Strong teamwork, cooperation and collaboration skills; the ability to share space and get along well with others, including those with different life experiences and personal styles, and a commitment to valuing all contributions
· Strong communication and conflict resolution skills, including active listening
· Awareness around confidentiality, conflict of interest, and own biases
· The ability and willingness to communicate regularly with the Coordinator and with other NGC members, preferably by both phone and email
· Ability to understand applicants’ ideas and intentions and the principles and guidelines of the program 
· A balance of both big picture and detail-oriented thinking 
· Past experience as an NSG recipient or involvement in community projects or development is an asset

NGC Orientation 
(Section Two PowerPoint Slide 6)
Explain that each year, there will be an Orientation workshop for the Neighbourhood Grants Committee, and summarize some important points about the workshop, such as:

· Although this Orientation is most important for new members, it can also be helpful to invite returning members, as some things may have changed. It may allow them to refresh their memories and deepen their learning, and to help mentor new members. 
· The Orientation typically takes 2-3 hours and includes a meal or snacks. 
· An NGC Orientation Outline Template is available to use.
· Each NGC member is also given a copy of the NGC Manual, which must be adapted to your region and updated each year. 
· Consider projecting the NGC Manual onto the screen and briefly showing the contents. You can also choose to project some of the other resources available for orientation of the NGC, including the Greenest City template (if any of the participants will be involved in the Greenest City NSG), the Timeline template, the Starting with Yes infographic (explain that we will be going over the concept of Starting with Yes later in the Orientation), the Granting Guideline Checklist template and the Sample NSG Applications template (let the participants know that we will also be learning more about and using this template later in the Orientation). 

Discussion: If more experienced Coordinators are present at the Orientation, ask them to provide some of their tips and best practices for the NGC Orientation. If you have attended NGC Orientations in the past, share some of your own highlights from these events, including what you personally enjoyed and what you felt worked well.

NSG Video 
>> Section Two PowerPoint - Slide 7
Play the NSG video “Neighbourhood Grants Committees”. 

[bookmark: _Toc87438262][bookmark: _Toc87438349]4:15-5:25 Promotions and Branding 
>> Section Two PowerPoint - Slide 8

In this section, we will review the larger considerations as well as practical tools available for promoting the NSG program and simple branding strategies that build the NSG visual language. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There are a number of documents from the Toolkit relevant to this section, which include:
· “Guide to Mapping Your Community”
· “Guide to NSG Promotion”
· “Guide to Branding Basics”

Strategic Outreach: Mapping Your Community 
>> Section Two PowerPoint - Slides 9-10
If the Mapping Your Community document was sent out before the Orientation as a starting point for participants to begin thinking about their community’s demographics and what groups might require specific outreach strategies, review it briefly. Ask how many people were able to read it before the Orientation. If a large number of people haven’t yet read it, put them into a small group and give them a few moments to do so before discussing. The other group or groups can begin discussion right away.

Suggested Activity: 

In pairs or small groups, discuss some of the following questions and take notes in the “Strategic Outreach” handout:
· What Indigenous communities are in or around your NSG area? Whose territory are you on? 
· What cultural, language and social groups would you need to reach to make the program reflect the full diversity of the community? Tip: The Census Profile can give you clues as to the makeup of your community.
· Who is pushed into the margins in your community? Who do you want to make an extra effort to engage? Who might get missed if you don’t make an extra effort to engage them? 
· How do economic and class factors impact whether and how some people might participate in the NSG program? 
· Where do people meet in your community? (formal organizations, informal groups, coffee shops, clubs)
· What social service and equity-seeking organizations exist in your community that can become NSG champions, support people to apply and do their projects?
· What existing communication platforms and networks can help you promote the grants? (e.g. local media, social media pages, bulletin boards, newsletters, advertising spaces, and informal or grassroots networks for communication?

Promotion Strategies 
>> Section Two PowerPoint - Slides 11-15
Go through the PowerPoint slides on each type of promotion strategy and talk a bit about each. If you have samples of some of the promotional collaterals, consider projecting them as you speak about them.

Posters and Postcards
· Try to distribute these throughout high traffic areas as well as places where they may reach less connected residents and groups that you wish to target in your promotions.
· High traffic places you may want to target with posters and postcards include local businesses, community organizations, bulletin boards and posts.
· Be creative. Also consider parks, schools, daycares and afterschool programs, restaurants and coffee shops, etc.

Partner Organization Websites
· The websites of community partners involved in the program are an excellent way to promote the grants. 
· When the applications are open, it can be helpful to have them listed on the homepage or have a prominent link that is easy for people to find. 
· Consider asking other organizations within your network to do the same.

Local Media
· This might include sending press releases to or purchasing ads in local newspapers, particularly those in other languages. 

Word of Mouth
· Connecting with community leaders and service providers and asking them to spread word in their networks is one of the most effective ways to promote the program. 

Social Media
· Instagram, Facebook, and Twitter can be excellent ways to get the word out about the grants. 
· The accounts of the partner organizations can be used in this way, or the Coordinators in some areas create their own NSG accounts. 
· Vancouver Foundation also advertises on social media through their accounts and many Regional Networks also have social media accounts. 
· Included in the PowerPoint is a graphic with stats of how many people are on Facebook, Twitter, Instagram and LinkedIn.

Email Lists
· Many NSG Program Coordinators maintain their own email lists and/or use those of their Partner Organizations. 

Information Sessions
· In-person presentations for groups in the community, for example at programs of local organizations, can be an excellent way to not only promote the program but to assist people in applying. You can facilitate these yourself or have Neighbourhood Granting Committee members or former Project Leaders do so.
· Make arrangements to go to places like social housing buildings and community gathering spaces such as community centres and local coffee shops and have a sandwich board sign that you’re there to do information sessions about NSG. You can give people information about the program or can take a laptop and help people filling out the form. 

Storytelling
· It can be very effective to use stories from past NSG projects in your outreach. This can help people see themselves reflected in the program, make applying feel less intimidating, and inspire people to come up with their own project ideas.
· For example, you might use photos from past projects in your promotional materials, post videos from past projects on social media (all with permission of course), connect local media or newsletter editors with former NSG Project Leaders to interview for articles, or include links to the stories on the NSG website. 

Suggested Activity:

Give participants about 10 minutes to start brainstorming a promotions plan, taking notes on the “Strategic Outreach” handout. 

Accessibility and Inclusion in Promotions 
>> Section Two PowerPoint - Slide 16
Explain that one of the goals of the NSG program is to celebrate and respect diversity, and our first opportunity to do that is in how we do our outreach. Encourage participants to look back at any community mapping they’ve done and continue to develop a sense of what cultural, language and social groups they would need to reach to make the program reflect the diversity of their community as a whole. Encourage them to consider barriers people might encounter in hearing about the grants, such as literacy, language, poverty and social isolation, and try to address them in their promotions and outreach. For example:
· Do targeted promotions for groups of people that have been underrepresented in applications in previous years or who you want to be sure you reach. This could include, for example, connecting with service providers, community developers and staff of local organizations who have relationships with people and can support them to apply or doing information sessions at local programs. It could also mean going out of your way to have conversations with people or drop off posters in certain locations.
· Build relationships over time - sometimes involving people who tend to be marginalized or isolated can require building trust and providing ongoing encouragement and support. They may not apply right away but you may be planting seeds of future applications.
· Consider door to door canvassing or drop postcards into people's mailboxes in areas where there aren't a lot of places like community organizations or businesses to promote the grants.
· Do promotions in the various languages that people in your community speak.
· Keep promotional materials simple and use accessible language.
· Offer to help with the application process. During your promotions, include information on how to access this support.
· At the end of each decision-making process, map out where all applications were received from, either by listing them or using an actual map. Notice where there are areas you didn’t receive any or many applications from so that you can create strategies next year to target more outreach in those particular areas.

Suggested Activity:

Returning to the questions in the “Mapping Your Community” section of the “Strategic Outreach” handout, invite participants to make some notes about how they might do focused outreach to some of the groups in their communities that may face barriers to hearing about the grants and applying. Ask them to try to be specific, to think where they might find these groups within their community and some concrete ways that they can make reaching out to them part of their promotional strategy.

Promotional Tools 
(Section Two PowerPoint Slide 17-23)
Introduce some of the many online tools for creating promotional materials that are eye-catching and easy to use. Some of note include:
· Canva: for creating shareables such as social media posts and posters
· Unsplash: for free images
· Mailchimp: to create an email list and email templates

The Brand Story and Positioning and Key Messages
(Section Two PowerPoint Slide 24-26)
Introduce the brand story: “Magic happens when neighbours cross the street and collaborate with each other. Bringing an idea to life together forges friendships, improves safety and combats loneliness and isolation.

We facilitate small grants so neighbours can work together in their own way, using their own strengths, to make safe, strong communities. We remove financial barriers so anyone—regardless of their age or experience—can participate in community-building.
The grants are small, and the results are powerful—each project creates new relationships and a better tomorrow. When grants are given with trust, autonomy and support, they give people a chance to discover what they’re capable of—building confidence and new skills along the way.”

Ask the group to reflect on how this makes them feel. What stands out to them?

Introduce the Brand Positioning, which is how we want people to think about NSG and what sets it apart:
· WHAT: Vancouver Foundation and community organizations partner to give small grants to anyone who wants to contribute to their neighbourhood.
· HOW: Grant applications are assessed by volunteer advisors within each community and given to individuals with trust and autonomy. Anyone can propose, develop, and execute their own idea. No experience necessary.
· WHY: The best people to effect change in a community are the ones within it. Neighbours come together to collaborate to create safe and vibrant communities.

Introduce the key branding messages:
· Small really is beautiful!
· Bring your community vision to life
· It’s your project
· Everyone has something to offer
· Create your chosen family
· Your stepping stone to something bigger

Ask the group how they feel about these messages. Are there any others that they might add?

Colours, Logos, Fonts and Photos
>> Section Two PowerPoint - Slides 27-33

NSG Logo 
Explain that the NSG primary logo is recognized by its distinct ladybug icon and red colour. We ask that this logo not be changed in any way. This logo is for use in province wide materials. Try to leave some space around this logo, and not make it too small (it needs to be at least 1 inch per side) or stretch it out. Vancouver Foundation or your local Regional Network Lead will provide you with these logos.

Community Colours and Logos 
Explain that each community that joins the NSG program is asked by Vancouver Foundation or their local Regional Network Lead to select 3 colours that work well with their existing organizational logo and branding, from a specific palette of colours. These will not include the NSG red, as it is for use in province wide materials. These community colours will be used to make their own unique community NSG logo and can also be used to customize the templates available for promotional materials, including posters, bookmarks and postcards. 

Fonts
Explain that the fonts used in NSG promotional materials are Arial and Montserrat. Body text should be at least 11-12 point size so that it is easy to read. Headlines should be about 9 points bigger at around 20-21. Subheadings should be in all caps and 1-2 points bigger than body text. Show the example in the PowerPoint.

Photos 
Explain that the photos from local projects can, with permission, be used on promotional materials. We also have an NSG “photo bank” that can be provided by Vancouver Foundation or your Regional Network. Please be sure to use high resolution photos that will print well. If you would like further ideas of what constitutes a good NSG photo, an NSG “mood board” (an arrangement of photos used to convey a style or feeling) is also available in a document called “Neighbourhood Small Grants Brand Identity Guide”, which you can request from Vancouver Foundation or your Regional Network.

5:25-5:30 Check Out
Ask each person to say a word (or two) or a brief phrase to describe how they’re feeling after the first day of the Orientation. Thank everyone for their energy and engagement. Touch base about the social event happening later, if there is one planned.

Social Event

Especially if the workshop takes place in person over multiple days and/or participants are coming from out of town, consider organizing an optional social networking event at the end of the first day. This can be arranged a few hours after the Orientation to give people time to decompress and freshen up or right after the Orientation so the event ends early. It can take place at a nearby restaurant or if the weather is good, in a park with a catered meal. 




[bookmark: _Toc87438263][bookmark: _Toc87438350]DAY TWO

[bookmark: _Toc87438264][bookmark: _Toc87438351]SECTION 3: GRANTING DECISIONS, SUPPORTING APPLICANTS/ PROJECT LEADERS, EVALUATION and WRAP-UP 

For this section, please use the “Granting Decisions, Support Project Leaders and Evaluation/Wrap-Up” PowerPoint. 

>> Section Three PowerPoint - Slide 1

9:00-9:15 Agenda Review and Warm Up
>> Section Three PowerPoint - Slide 2
Invite the participants to do a warm up activity, such as one of the following:

1. Invite participants to stand in a circle and toss a ball between them. Invite people to say the name of one of the other participants and throw them the ball, stating a wish for the other person’s NSG program. For example, participant 1 might throw the ball to participant 5 and say “[Name]: I hope NSG helps your community become more connected.” Give people the option of sitting out, and reassure people that this is not a test of their ball throwing or catching skills! Part of building community is about vulnerability and being OK with not being perfect. 

2. Alternatively, you can have the participants throw a ball of yarn, which will create a web in between them as the activity goes on. Have each person say the name of who they are throwing the yarn to and a word or phrase that comes to mind when they think of NSG. For example, someone could throw the yarn to Jim and say “Jim: life-long learning.” The web provides a lovely metaphor for community. You can do only one round or several of these, as long as the group seems engaged and interested in continuing. After, see if anyone is interested in rewinding the yarn into a ball - some people learn better if they have something occupying their hands.

3. Another good warm up if you have an even number of people, is to have everyone look down, and when you say look up, they each look up at one of the other participants. If two people are looking at each other at the same time then they sit down as they have “made a connection”. Keep going until everyone is sitting. 

Please note: if you like more than one of these suggested warm ups, you can move the others to other points in the workshop as a way to bolster flagging energy and get everyone moving and connecting with each other.

9:15-9:30 Supporting Applicants 
>> Section Three PowerPoint - Slide 3
In this section, we will review ways to support applicants in completing their applications. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There are a number of documents from the Toolkit relevant to this section, which include:
· “Guide to Supporting Applicants”
· “Email Templates for In-Progress Applications”
· “NSG Frequently Asked Question Handout Template”
· “How to Come Up with Great Project Ideas Handout Template”

Explain that during the application period we have the opportunity to encourage people to apply and to make the application process as accessible as possible. Despite our efforts to make the application process simple and easy to use, many people may still have barriers to applying, including ones related to literacy, language, access to and knowledge of how to use the technology involved, or simply feeling intimidated by the process and/or unsure if what they have to offer matters. 

This is one of the places where we put our principle “everyone has gifts” into action. We can assure people that they have what it takes to be a Project Leader, that their skills and knowledge and passion are important and can make their community a better place and ensure that everyone who might wish to apply has the ability to do so.

Introduce some of the ways of that Coordinators can support applicants:
· Direct Encouragement: Speak directly to people about applying for a grant. Many people need a kind of "permission" - someone to tell them that they can and should apply. It can also be helpful to reassure people that the application process is meant to be easy and informal and that their application doesn’t need to be perfect!
· Handouts: A number of handout templates are available that you can send out by email, give to people at information sessions, leave at community organizations and so on. The “NSG Frequently Asked Question Handout Template” provides some basic information about the program and application process and the “How to Come Up With Great Project Ideas Handout Template” gives people some ideas to get them started.
· Application Writing: Offer direct support for filling out applications to address literacy and language barriers, as well as the anxiety some people feel when applying. If someone does not have computer skills or access, the Coordinator or Partner Organization staff can even make an account for them to fill out the online application if needed. Offer short workshops to local programs or groups or create drop in times when people can come to receive help with their applications online and/or in person. Promote these widely.
· Paper Applications: Provide paper copies of the applications to address barriers around computer skills, comfort and access. They can be made available through the Partner Organizations and other local organizations, or even mailed to people if needed. Once filled out, paper applications will need to be entered into the online Grant Management System.
· Multilingual Applications: Promote the grants in different languages and provide multilingual applications. Applications in a variety of languages are available on the NSG website. It can also be helpful to let people know that they can apply in their first language. If you receive applications in a language you do not read yourself, you will need to find local translators. These too will need to be entered into the online Grant Management System when you receive them. 
· Alternative Applications: You can also choose to sometimes accept applications in other forms, such as video, audio, or combinations of writing and drawings. Vancouver Foundation is also exploring ways to allow for the uploading of video, audio and photos as part of online NSG applications, so stay tuned for more on this!
· Managing In-Progress Applications: In the online Grant Management System, you will be able to see when an application is started or completed. It can be helpful to be in touch with applicants at various points in the process. Customizable templates can be found in “Email Templates for In-Progress Applications”. These include templates for:
· when applications are started, to provide some information that may help applicants
· when the deadline is approaching, to remind the applicants to complete their application in time
· applications that have been submitted early and do not adhere to the NSG guidelines 
· applications that seem close to completion but weren’t submitted by the deadline

NSG Video 
>> Section Three PowerPoint - Slide 4
Play the NSG Video “Celebrating Diversity“.

[bookmark: _Toc87438265][bookmark: _Toc87438352]9:30-10:00 The Online Grant Management System 
In this section, we will review the online grant management system. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There is one document from the Toolkit relevant to this section:
· “Coordinator's Guide to the Online Application System”	 

>> Section Three PowerPoint - Slide 5

Show the Grant Management System (GMS), projected onto the screen. Briefly go over the different functionalities of the system, demonstrating them on the screen if possible:
· Providing the NGC with access to the Grant Management System (GMS) to review applications.
· What an application looks like once started.
· How to change an application from in-progress to submitted and vice versa and why you might need to do this (for example, if applications that are submitted early do not follow the guidelines or have missing information you can ask the applicants to make changes, changing their applications back to in-progress or near the guideline, contacting applicants with in-progress applications to offer a last chance to submit them and offering to do that for them).
· How to collect paper applications and enter them into the GMS, including getting applications translated if needed.
· How to download an excel database of the applications if desired.
· How to read through applications, make notes on them in the GMS, and how to download them if desired.
· How to add comments and grant amounts to an application once decisions are made and how to change them from submitted to approved or declined.
· How to download reports on grant statistics and demographic data
 
[bookmark: _Toc87438266][bookmark: _Toc87438353]10:00-10:30 Grant Decision-Making 
In this section, we will review the process of making granting decisions with the Neighbourhood Grants Committee (NGC). Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There are a number of documents from the Toolkit relevant to this section, which include:
· “Guide to the Granting Decision Process”
· “Guide to NSG Decision Making”
· “Guide to Contacting Applicants” 
· “Template for Offering Additional Funding”
· “Guide to Engaging the NGC”
Explain that each NGC organizes their granting decision-making process a bit differently. However, an overarching principle to keep in mind is that in NSG the process is the same as the goal – to empower local leadership, support people to share their gifts, and build connections. For this reason, the ways we choose to conduct the granting decision meetings can be as important as the decisions that get made.

Grant Decision-Making Meetings 
>> Section Three PowerPoint - Slide 6
Introduce some of the elements of organizing and facilitating grant decision-making meetings. Encourage participants to look these up in the Toolkit at a later time to review them in more detail:

Preparation: Most Coordinators ask the Committee members to look over the applications before the first meeting. Access to the online Grant Management System (GMS) should be given to the NGC as soon as possible, and no later than a week before the application deadline. Once paper applications are put into the system, notify the Committee to go back in to read them, so that they do not get missed if a member has already gone over the other applications. You may want to also have NGC members prepare comments on each application. Comments can be made directly into the GMS or be brought with them in writing. Members should also be encouraged to review their NGC Manuals before the first meeting.

Length and Number of Meetings: It can be hard to predict how much time an NGC meeting will take. It will depend on how many applications you have to review and how quickly the group is able to review them. It will also depend on many meetings you wish to have. Do you and the Committee members want to have fewer meetings that last longer or more that are shorter? An initial meeting may also require more time than a follow up meeting. 

Many Committees have an initial meeting to go through applications and split up the applicants that need to be contacted for questions or to make changes to their applications, and then a second meeting to go over what is learned through those contacts and to finalize decisions and grant amounts. Some communities divide the applications by geographical area (for example, north, south, east and west quadrants) and have NGC members who live in those specific areas review them. In the online Grant Management System, each geographical area can have its own code so that the Committee knows which grants to review.

Attendance: Decision-making meetings must take place within 4 weeks after proposals have been received so that applicants can be notified of the status of their application by 6 weeks after the deadline. A minimum of 50% of the members is required for making decisions. Although most meetings take place in person, they can also be done over video (for example on Zoom) or in person with some people joining through video if that helps with attendance. 

Sharing Food: Depending on the time of day, you may want to offer lunch, dinner or snacks. Learn beforehand about any dietary needs or preferences of the committee members. Sometimes it can be fun to share food that is made locally, as a way to set the tone for the placed-based aspect of the grants. 

Facilitation of Meetings: As the Coordinator, you can facilitate the meetings yourself or choose to invite members with strong facilitation skills to do so. The facilitator is there to ease the group process and support inclusion. 

Accessibility and Inclusion: It can be good to give ample space for Committee members to let you know of anything they might need to support their participation on the Committee. Examples could include help figuring out childcare or transportation arrangements, for people to speak slowly or clearly, for other Committee members and/or the space you meet in to be scent-reduced or scent-free, a wheelchair accessible space or certain kinds of seating. 

Building rapport with members can also be helpful in creating a safe environment for them to participate. Sometimes facilitating mentorship by members who have been on the Committee for a year or more can also make participation easier for new members. It may be useful to also remind Committee members who have been in the role for many years to make sure they make room for new people to become part of the decision-making process and bring in new ideas and perspectives.

The Coordinator Role in Meetings: Whether or not the Coordinator is facilitating, they can have a role in setting the tone of the meeting and supporting the group to make their decisions. Tips that other Coordinators have offered for effective grant approval meetings are:
· listen carefully, reflect, seek clarity and summarize
· be aware of the process as well as the content of the decision making 
· be honest in addressing issues and involve members in finding solutions
· create an appropriate balance between efficiency and caring for members
· set a positive tone and provide reminders of key concepts such as “starting with yes”, the Principles of Grassroots Grantmaking and the NSG granting guidelines when needed

A note for Coordinators: Please pay attention to any perceived or real power dynamics between yourself and the Committee members. This can be easier to do if you try to create intentional relationships with each individual member. 

Build in time at the NGC Orientation to go over the spirit of the program (example, “starting with yes”), the Principles of Grassroots Grantmaking, and decision-making guidelines, and allow people to ask as many questions as possible. This way, these can be used to guide the decision-making process rather than you having to do so directly.

Your role is to facilitate the conversation and step in as a mediator (for example, to address if there might be biases at play or conflict happening) if needed. You can provide support if the Committee is stuck, any additional relevant information about the application or applicant that you are aware of, and reminders of the spirit of the program, principles and decision-making guidelines. However, do your best to empower the members to make the actual decisions. As long as decisions are made with the decision-making guidelines in mind and according to the intent of the program, please accept the decisions that the Committee has made even if the decision is different from what you expected.

Discussion: If more experienced Coordinators are present at the Orientation, ask them to provide some of their tips and best practices for NGC Meetings. If you have attended NGC Decision-Making Meetings in the past, share some of your own highlights from these meetings, including what you personally enjoyed and what you felt worked well.

Decision Making Principles, Concepts and Guidelines 
>> Section Three PowerPoint - Slide 7-10
Introduce the principles, concepts and guidelines used to make granting decisions in NSG. Encourage participants to look these up later in the Toolkit to review them in more detail:

Starting with Yes

"The gifts of the people in our neighbourhood are boundless. Our movement calls forth those gifts." - John McKnight

Although there are specific guidelines that projects must meet in order to be approved to receive grants, to also center the bigger picture of the NSG program and grassroots grantmaking when looking at applications. A good way to keep these values at the heart of the decision-making process is the concept of starting with yes.

Starting with yes means considering each project based on its strengths and with a focus on approving it if we can. This doesn't mean we shouldn't sometimes say no! Of course there are applications that need to be declined. However, the idea of starting with yes discourages instinctive dismissals of unusual and imperfect ideas, proposals to do things differently than perhaps we would choose to do them, or in ways similar to other initiatives that did not work all that well in the past. It encourages us to consider applications that aren't as detailed or well written as others, which could be because of literacy or language barriers rather than shortcomings in the applicants' ideas and their capacity to be successful in their projects. 

The concept of starting with yes redirects the discussion from criticism to constructive feedback and solutions. It cultivates a willingness to support applicants to make changes to their application or project so that they can be funded. This can also mean contacting applicants to gain clarification or providing mentorship and support to Project Leaders when needed so that they can succeed. 

Trust
Some Committee members can become overwhelmed by the guidelines as well as feel very responsible for the money they are handing out, wanting to make sure that the projects they approve are the "right ones." Reminding them that trusting residents to use the money well is a foundation of the NSG program can be helpful with this. Although now and then funds get misused, this is very rare and a cost that the funders have agreed to absorb. Most Project Leaders are even more conscientious about the funds than we even require, sometimes wanting to give us receipts or a few left over dollars.

Granting Guidelines
Review the Guide to NSG Decision-Making document. Ask how many people were able to read it before the Orientation. If a large number of people haven’t yet read it, put them into a small group and give them a few moments to do so before discussing. The other group or groups can begin discussion right away. Review the Granting Guidelines, going through each individually and answering any questions participants have.

Contacting Applicants for Further Information 
>> Section Three PowerPoint - Slide 11
Quickly introduce the concept of contacting applicants for further information, letting participants know that a guide is available in the Toolkit for this part of the process: 
In order to approve their grants, some applicants might need to be contacted in between decision-making meetings in order to ask them questions or to request they make changes to bring their project in line with NSG guidelines. These contacts can be split up amongst the Coordinator and NGC members. Doing this helps us to approve a wide range of projects and to make the application process more accessible.

Offering Additional Funding to Select Projects
>> Section Three PowerPoint - Slide 12
Quickly introduce the idea that NGCs can optionally decide to offer additional funding to select projects, letting participants know that a template is available for this in the Toolkit:

Although the budget of each Neighbourhood Small Grant (NSG) application is expected to be under $500, individual Neighbourhood Granting Committees (NGCs) who have the funds to do so may choose to offer extra funding to projects that offer unique, creative or powerful ways of meeting the NSG goals of their community. You may decide at the beginning to offer extra funding to certain kinds of projects if it is possible to do this while also funding other projects. Or if you go through all of your applications and still have money left over, you could then decide to offer more funding to selected projects. 

With the help of the Coordinator and Partner Organizations, the Committee can determine additional criteria they would like to use for determining which projects will receive an offer of extra funding if it is available. They may, for example, look at projects that were successful in the past, projects that address special granting focus areas or ones that come from groups of people that the program is making an extra effort to engage (examples might include youth, Indigenous communities, or newcomers) or projects that have not been completed by the time the additional funding offer announcement goes out. The applicants of projects selected for extra funding will be asked to submit a new expanded budget for their project to the Committee for consideration. 

[bookmark: _Toc87438267][bookmark: _Toc87438354]10:30-11:00 Break 
[bookmark: _Toc87438268][bookmark: _Toc87438355]
11:00-12:00 Reviewing Sample NSG Applications
>> Section Three PowerPoint - Slide 13

Activity: 

Provide the “Granting Guideline Checklist Template” and “Sample NSG Applications Template” handouts. Break the participants into small groups and ask them to go over the sample applications, simulating a grant decision-making meeting as follows:

· Small Group Discussion of Sample Applications: Ask them to look at the sample applications and assess how well they fit with the principles of the program and grant approval guidelines, if there is anything missing, or any changes they would want to be made to the project in order for it to be funded. Alternatively, if actual applications have already been submitted, you could use them instead of the sample ones. However, make sure that they are varied enough to cover a range of what might come up in grant decision-making.

· Large Group Discussion of Sample Applications: In the large group, ask for report backs from the groups and discuss each application. Use the facilitator version of the sample applications (“Sample NSG Applications with Teaching Notes Template”) to guide the discussion and ensure that the Committee develops an understanding of what to look for in an application. Questions for large group discussion can include:
· What was the granting decision you would make for this application? 
· How did you apply the Principles of Grassroots Grantmaking?
· Would you require any additional information from the applicant to make a decision?
· Would you adjust the budget for the application? If so, how and why?
· Are there suggestions you would make to the applicants to have it better fit with NSG?

[bookmark: _Toc87438269][bookmark: _Toc87438356]12:00-12:20 Engaging and Acknowledging the NGC and Supporting Project Leaders
In this section, we will review ways to support Project Leaders with implementing their projects. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There are a number of documents from the Toolkit relevant to this section, which include:
· “Guide to Engaging the NGC”
· “Guide to the Project Leader Orientation Event”
· “Project Leader Manual”

Engaging the NGC
>> Section Three PowerPoint - Slide 14
Introduce some of the ways Coordinators can continue to engage the NGC year round: ideally, the Neighbourhood Granting Committee (NGC) is involved in the program throughout the year both before and after granting decisions. However, it can be easy for participation to drop off after the granting decisions are made, and so this is a good time to touch base with the NGC members to discuss what comes next and ways they would like to stay involved. 

Project Leader Orientation: The NGC can be involved both the planning and execution of this event. In order for the event to run as smoothly as possible, choose a date and time when the majority of the NGC members are available to help.

Mentorship and Attendance of Projects and Story Harvesting: Many Committees assign a certain number of projects to each NGC member for mentorship and support if needed and attending events. This is an excellent way to encourage and support Project Leaders as well as harvest stories. If the NGC doesn’t want to assign each project to a member, they could instead make a list of projects that might require mentorship and the Coordinator can contact the Project Leaders to see if any support is needed or desired and if so then match them with an appropriate NGC member. 

Some Coordinators also set a minimum number of projects for each NGC member to attend and ask them to do short write ups and/or submit photos of the projects they attend as part of their story harvesting. We can also encourage them to apply for their own grants the next year if they haven’t already, and use attending projects as a way to get inspired and think of ideas.

Wrap-Up Celebration Event: Let the Committee know that you’ll also be asking their help with the Wrap-Up Celebration Event and around when this will take place. You may want to give them a sense of the goals of this event so that they have time to consider it and develop ideas or ask them to reflect on last year’s event if they were present and what they’d like to do similarly or differently this year.

Learning Opportunities: You can also give them a sense of what learning opportunities may be available to them, including NSG Learning Days/Summits and local workshops or conferences. This can also be a good opportunity to ask if they have any requests for learning opportunities and to reflect on any kinds of skills-building you think might be helpful for the group.

Letters of Recommendation and References: For some NGC members, volunteering on the Committee is an important step towards other volunteer, educational or employment opportunities. You can offer to write letters of recommendation and references for them when this is useful. If they have certain skills they are trying to develop for their resume, this may be another opportunity to find new ways for them to be involved.

Recruiting New NGC Members: Once NGC members have a sense of the responsibilities of the Committee, they may be able to identify people in the community who would be interested in joining and who can be invited to interview when spots on the Committee open up.

Promoting the Grants and Doing Outreach: Especially in the second year and beyond, we want to get the NGC engaged in promotion of the program. At the end of the granting process it can be a good time to ask the Committee to reflect on ways they might help expand their promotions the next year and to keep an ongoing eye out for ways and places to promote in the future, particularly in areas or with groups that the program wants to better reach. This is also a great way to re-engage the Committee members as the next round of grants begins.

Other Roles: During their time on the Committee or after their term is done if they’d like to stay involved, we can also find other roles for people to play based on their gifts, knowledge and interests. Feel free to ask them if they have other ideas for ways they’d like to be involved and to think creatively about ways to continue to engage them beyond the decision-making. The possibilities are as diverse as the Committee members themselves! For example, they could:
· Assist projects who need it with designing their poster or getting permits
· Plan workshops or other learning opportunities for the Committee or for Project Leaders
· Photograph events or write articles on projects for the local media
· Host information sessions for applicants
· Help interview, train and mentor new Committee members
· Consult with projects who want more information on how to make their projects accessible for specific groups they belong to themselves, such as people with disabilities, youth, seniors or newcomers
· Liaise with municipal staff on how to best support projects that require municipal permits or approval processes
· Create resources for Project Leaders, such as list of local venues where events can be hosted for low cost or free
· Provide translation in languages they are fluent in, for projects wanting to extend invitations to neighbours in multiple languages

Acknowledging the NGC
>> Section Three PowerPoint - Slide 15
During each granting cycle, time and budget should be put aside to acknowledge their time and energy and to celebrate their contribution to the program. Often this is done at the Wrap-Up Celebration event, but may also occur throughout the process. Consider creative and meaningful ways to do this that reflect the principles of NSG. A few examples include: 
· Offer food from local restaurants or businesses at decision-making meetings
· Verbally acknowledge them at the Wrap-Up event 
· Purchase locally or specially made gifts for them from local businesses, artisans or even from NSG projects that included creating a product 
· Gifts can be personalized in some way or can include multiple options for them to choose from
· Personalized cards can be a nice touch, including ones handmade from project photos or by a local artist. Have them pose for a group photo and provide framed copies for each member
· Take them out for a brunch or dinner at a local restaurant or host an event for them
· Plan a "reunion" where you all meet up at one of the project events together 
· Consider an extra appreciation for those leaving the Committee after completing their term, such as a bouquet of flowers and/or a verbal acknowledgement at the Wrap-Up Celebration

Project Leader Orientation and Cheque Issue 
>> Section Three PowerPoint - Slides 16-17
Once the granting decisions are made, NSG areas host an event in order to orient Project Leaders to the program, connect them with others involved in the program and provide information and resources to support their projects. This is usually also where the distributing of the grant cheques happens (although we don’t always mention that ahead of time because some Project Leaders then just want to come, pick up their cheque and leave without engaging in the orientation and community building aspects of the event).
Project the “Project Leader Orientation and Cheque Issue” module of the Toolkit, and review the various resources that are available to support the organization of this event including and how participants can find them:

Guide to the Project Leader Orientation Event: This guide provides information on the event itself, and a variety of tips and considerations to help it be successful.

Inclusive Event Planning for Coordinators Infographic: This infographic summarizes a few of the main components of organizing an event, such as a Project Leader Orientation, that is inclusive of a wide range of people.

Making an NSG Event Accessible and Inclusive Template: The NSG program is committed to everyone feeling welcome at and supported to participate in our events. This template includes some ideas for how to make an NSG event inclusive and accessible. 

Cheque Sign Out Form Template: This template can be customized as a form for Project Leaders to sign when they receive their cheque. It acts as a way to keep track of what cheques have been picked up, a liability waiver, and a confirmation that the grantees are agreeing to follow the NSG granting guidelines and local municipal bylaws, regulation and permit requirements.
Icebreaker Templates for Project Leader Orientation Events: An icebreaker is an activity or game used to warm people up and get them to interact with each other. These icebreaker templates are designed to be used at Project Leader Orientation Events.

Marketplace of Projects Template: As an optional activity at the event, this template can be filled out ahead of the event or given to Project Leaders to fill out while at the event as a tool to gather contact information of those who are interested in attending or volunteering at or can contribute resources towards the project.

Approved Projects Template for Orientation Event: This template can be used to create a list of approved projects as a reference for distributing cheques. Rather than having to fill this out yourself, you can export the data from the online Grant Management System (GMS). 

Making an NSG Event Inclusive and Accessible Template: This template comes up multiple times in the Toolkit, in the section on the NGC Orientation, Grant Decision-Making meetings, the Project Leader Orientation and the Wrap Up Celebration. This is because it is very important - encourage the participants to read this document when they come upon it in the Toolkit, or provide it as a handout and give people a chance to read through it.

Ask the participants if they noticed anything that you and the organizing team did in the process of the Orientation so far that was aimed at making it more inclusive and accessible - in the invitation and registration process, the space, the activities, the facilitation, the food? Have them brainstorm some examples, and offer some others if there are any they don’t bring forward. 

Give them an opportunity to brainstorm anything else that could be added to this template, that they do to increase accessibility or inclusivity in their organizations or community work, and anything you perhaps have missed and could improve upon next time an Orientation is organized (let them know that if they don’t feel comfortable sharing now, they can feel free to put it anonymously in their feedback form at the end of the day).

The NSG Videos: If there is time, one or two of these inspiring videos can be shown during the Project Leader Orientation event.

Discussion: If more experienced Coordinators are present at the Orientation, ask them to provide some of their tips and best practices for the Project Leader Orientation. You may also want to ask them to share some of their favourite things about this event. If you have attended Project Leader Orientations in the past, share some of your own highlights from these events, including what you personally enjoyed and what you felt worked well.

Project Leader Resources and Support 
>> Section Three PowerPoint - Slide 18
Explain that template resources are available to provide to Project Leaders both compiled into a “Project Leader Manual” template or individually as handouts. Consider projecting the Manual on the screen to give them a brief introduction to its contents. Also point out that:
· Other templates are also available including for expense tracking (note: this is for the Project Leaders themselves, as we don’t ask for expense tracking or receipts), a media release form for events, and for asking for support or donations from local organizations and businesses.
· Some NSG areas create a “google group” so that Project Leaders can share information about their projects as well as resources.
· Some areas set up mentorship relationships between Project Leaders and more experienced grant recipients or Neighbourhood Granting Committee members.
· Often NGC members and Coordinators will also attend a certain number of projects to show their support and harvest stories.

Discussion: If more experienced Coordinators are present at the Orientation, ask them to provide some of their tips and best practices for how they and their NGC support NSG Project Leaders. 

[bookmark: _Toc87438270][bookmark: _Toc87438357]12:20-12:40 Wrap-Up and Evaluation
>> Section Three PowerPoint - Slide 19
In this section, we will discuss project wrap-ups and program evaluation to complete a granting cycle. Review the relevant Toolkit guides and templates available briefly yourself in preparation for facilitation, but also mention them to the participants so that they know what is available to assist them and where to find them. There are a number of documents from the Toolkit relevant to this section, which include:
· “Guide to Project Wrap-Ups”
· “Guide to the Wrap-Up Celebration”
· “Guide to NSG Program Evaluation”

Project Wrap-Ups 
>> Section Three PowerPoint - Slide 20
Explain that although the Neighbourhood Small Grants (NSG) program does not ask for formal evaluations from Project Leaders, it can be helpful to check in with each project in order to harvest stories and conclude the NSG year. Project wrap-ups can happen in a number of ways, including:
· attendance at the Wrap-Up Celebration event, which usually entails bringing a display or doing an oral presentation about the project
· posting a project story on the NSG website or social media
· submitting photos, artwork, a video or a voice recording
· a simple email check in
· even filling out the evaluation survey can be considered a wrap-up
We want to hear back from each of the projects in some way, but to make the program as accessible, inclusive and low-barrier as possible, we can allow for that to take many forms. Remind participants that we do not ask for receipts or formal reports.

Discuss what happens when a project does not wrap-up: Although we do not take punitive action against projects that don’t wrap-up, a note can be made about the project (for example in the online Grant Management System), about this for subsequent granting cycles. If the Project Leaders apply again, the NGC could, for example, contact the Project Leaders to check in about what happened with their past project before deciding on their current application.


Wrap-Up Celebration 
>> Section Three PowerPoint - Slides 21-22
The purpose of the celebrations is to showcase NSG-supported projects, celebrate achievements and inspirations through project stories, and to build and strengthen connections between Project Leaders, NSG program staff, NGC members, funders and/or Partner Organizations.

Take a look at the “Wrap Up and Evaluation” module of the Toolkit, and review the various resources that are available to support the organization of this event including and how participants can find them:

Coordinator's Guide to the Wrap-Up Celebration: NSG Wrap-Up Celebrations showcase NSG-supported projects, celebrate achievements and inspirations through project stories, and build connections between Project Leaders, NSG program staff, Neighbourhood Grant Committee (NGC) members and Partner Organizations. This guide includes some of the different components you may want to include in your event and some tips to get you started.

Inclusive Event Planning for Coordinators Infographic: This infographic summarizes a few of the main components of organizing an NSG event, such as the Wrap-Up Celebration, that is inclusive of a wide range of people.

Making an NSG Event Accessible and Inclusive Template: The NSG program is committed to everyone feeling welcome at and supported to participate in our events. This template includes some ideas for how to make your event inclusive and accessible. 

Wrap-Up Celebration Invitation Templates: This template can be used to create invitations to your NSG Wrap-Up Celebration event. Many communities use Eventbrite to send out free tickets so they have a sense of how many people are coming to the event or have people RSVP by email. 

Acknowledging Neighbourhood Granting Committee Members: The volunteers who sit on the NGC are one of the most valuable assets of the program. During each granting cycle, time and budget should be put aside to acknowledge their time and to celebrate their contribution to the program. This document lists examples of how to appreciate the NGC in meaningful ways that reflect the principles of NSG.

Icebreaker Templates for Wrap-Up Celebration Events: An icebreaker is an activity or game used to warm people up and get them to interact with each other. These icebreaker templates are designed to be used at NSG Wrap-Up events. 

Discussion: If more experienced Coordinators are present at the Orientation, ask them to provide some of their tips and best practices for the Wrap Up Celebration. You may also want to ask them to share some of their favourite things about this event. If you have attended Wrap Up Celebration in the past, share some of your own highlights from these events, including what you personally enjoyed and what you felt worked well.


Program Evaluation 
>> Section Three PowerPoint - Slide 23
Introduce the various ways that program evaluation happens in NSG: At the end of each granting cycle, we take time to look back over the year and evaluate our successes, challenges, achievements and areas for future growth. There are a number of ways that this is done at a larger level for the NSG program as a whole, as well as ways that you can do this on a local level. 

Feedback Surveys and Yearly Evaluation Report: We gather data every year through surveys sent out to the NSG Coordinators, Neighbourhood Granting Committee (NGC) members and Project Leaders. These surveys are based on aPrinciple Focused Evaluation Framework grounded in the Principles of Grassroots Grantmaking. You are welcome to submit specific questions you would like to be asked as part of these surveys, to customize it to your program’s needs. The data is then compiled into a yearly report on the program throughout the province as a whole. This report usually includes recommendations based on the data and is distributed widely amongst NSG stakeholders and the community. 

You can find the 2019 report here if you would like to project it and introduce its content: 2019-Final-Report-NSG

Financial Reports: A Financial Report needs to be completed by each community after each granting cycle. This will be sent to you by Vancouver Foundation or your Regional Network. It is sometimes completed by the Coordinator, and at other times by the Partner Organization and/or funder.
 
Grant Statistics and Demographics Data: Local programs are also encouraged to look at the quantitative reports that can be generated through the online Grant Management System. Statistics from the grants in your area and compiled demographic data from the applications are available. This can help us see, for example, if there are geographical areas, age groups, or communities that the program is not engaging as successfully. Going back to your demographic mapping can also help with this and can guide your outreach efforts in future years. 

Coordinators are encouraged to review the grant statistics and demographic data with their NGC members and any other staff connected to the NSG program each year. This allows them to identify gaps in who the program is reaching, assess how well they are meeting the program’s goals, and consider actions they can take during the next granting cycle to fill those gaps and deepen the impact of the program.

Story Harvesting Much of the impact of grassroots grantmaking is difficult to capture quantitatively, in numbers and statistics. It is most easily shared and understood through stories. As such, harvesting stories from the projects is key to evaluating the successes, learnings and challenges of a granting cycle. This can include asking for photos, short descriptions of events, videos, and providing opportunities at the Wrap-Up event for Project Leaders to tell their stories.
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This final section will close out the day and help the participants get a sense of their next steps. Try to close on a positive note, and include a number of different ways for the group to reflect on the workshop and to leave feeling inspired and appreciated. Below are some suggestions on how to facilitate this:

An Important Reminder:
Remind the participants that in alignment with the principles “where we live matters” and “local decisions”, everything that you have shared as well as the contents of the Toolkit are meant to be customized to their local context. Like most things in the NSG program, this Orientation is not meant as a top-down approach where we tell you how to run your local program - encourage them to think of this more as a jumping off place. 

They have full permission and encouragement to modify these processes, practices, and documents and to use only what works for their community, as long as they stay true to the Principles of Grassroots Grantmaking. These are the foundation of our work - what you build from that foundation can, and should look as diverse as our communities are. 
 
There is no cookie-cutter approach to community development. Our hope in offering this Orientation and the Toolkit is simply that they might free local NSG staff from some of the admin and coordination work, so that they can focus on the work that really matters: the relationship building.
 
A quick recap
Have the group do a quick brainstorm on what is special or different about NSG compared to other granting streams and community initiatives. Here are some examples you may want to offer if they don’t come out of the group: 
· Puts money in the hands of residents instead of organizations.
· The element of trust.
· It is focused on small projects and building connections.
· It builds on already existing strengths and assets.
· It focuses on enhancing local capacity rather than providing services.
· It is place based.
· It gives people “permission” to step into leadership and share their gifts. 
· It enhances resilience and therefore has the ability to locally address problems and encourage neighbours to support each other during moments of crisis.

NSG Video 
>> Section Three PowerPoint - Slide 25
Play the NSG Video “Creating Community”

Check Out
Invite each person to briefly check in with how they’re feeling and something they will take away from the Orientation.

Gifts
Consider providing each participant with a small, meaningful NSG-inspired gift as a way to say goodbye. This could be, for example:
· locally made gifts from local businesses or from NSG projects that included creating a product (for example, food projects that made preserves, or arts and craft projects that produced something beautiful and/or useful)
· specially-made NSG gifts, such as t-shirts, mugs, water bottles or aprons with the NSG logo
· or gifts along a theme that is of significance to that year of grants (for example, if many of the grants were focused on pollinators, gifts could be purchased from a local beekeeper, or if there were a lot of garden related projects, plants or preserves might make a good gift). 
If you like, gifts can include multiple options for them to choose from or a small gift bag of various small items can provide a little something for everyone. Doing this may give participants ideas around the kind of gestures that can be meaningful in appreciating the Neighbourhood Granting Committee and others involved in the program.

Feedback Survey
At the end of the event, you can consider giving people some time to fill out this form either on paper or through a Survey Monkey link on their phones. You can also give them the link to fill out after the event as well (this should be sent by email within 48 hours of the event), as some people may want some time to consider their feedback, need to leave early or promptly at the end of the event and so on. 

Once the forms have been filled out, you can enter the answers into an Excel spreadsheet for analysis. This can be provided to the organizing team to discuss in their debriefing after the event and to consider in planning the next Orientation. A feedback survey template is available. Ensure that participants have the option of providing their feedback anonymously.

Follow Up Session
If you are planning a follow up session over video conferencing, remind participants of this and provide them with some information on how the session will work. Follow up sessions can be helpful because it provides participants some time to digest the information and come back together to further harvest learnings, solidify connections and ask any questions that have come up since the Orientation.

These should be held within one month of the Orientation and should be 2-2.5 hours long. Ask participants to send questions or ideas for the follow up session ahead of time, as well as look to see if there is any feedback from the survey that can be addressed in the session. Also provide time for a question and answer session, a bit more networking and some brainstorming/problem solving time for anything that has come up since the Orientation.
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