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Deadline : February 7th  2011
* postmarked
The Cultural Human Resources Council (CHRC), in partnership with the department of Human Resources and Skills Development Canada (HRSDC), is seeking internship proposals from cultural institutions willing to invest time and money in the development of their sectors’ workforce. Career Focus provides funding for employers to help post-secondary graduates, under 30, to obtain career-related work opportunities in Canada, to support their development of advanced skills, to help them make career-related links to the job market, and to assist them in becoming leaders in the cultural sector.
CAREER FOCUS PROGRAM OBJECTIVES
Career Focus provides funding (1$ for every $2 contribution in cash from sponsoring organization; 10,000$ maximum) to:
1) help post-secondary graduates to obtain career-related experience within the cultural sector;

2) support their development of advanced skills and acquire transferable and strategic skills;

3) bridge the gap between education and work 
4) lead post-secondary graduates to employment and/or sustainable self-employment opportunities;
5) create a new job for an intern;

6) help them establish networks and partnerships with cultural employers;

All internships must transfer skills and/or knowledge in a work place environment; internships must provide valuable experience necessary to the intern’s career advancement. 

*** CHRC’s funding must go toward the gross salary of the intern only***
ELIGIBLE INTERNS

To participate in Career Focus, youth must be :
1) between the ages of 15 and 30 (inclusive) at the time of intake/selection; 
2) post-secondary graduates; 
***Graduates of degree or diploma programs from universities, colleges, post-secondary schools of technology, post-secondary institutes and CEGEPS. These may be either publicly or privately funded institutions.

3) Canadian citizens, permanent residents, or persons on whom

refugee protection has been conferred; 
4) out of school; 
5) unemployed or under-employed;

6) not having more than 4 years work experience in their field;
7) legally entitled to work according to the relevant provincial/territorial legislation and


regulations;

8) not in receipt of Employment Insurance (EI) benefits;
9) not participating as part of co-op, certificate or credit programs with any college, university or training Institution;
10) not replacing an already existing position;
Note: Post-secondary graduates are limited to participation in one Career Focus project.

EMPLOYER SELECTION 
To participate to Career Focus employer must be:

1) an organization in the private, public and non-profit sector;
2) in one of these areas : heritage, writing & publishing, music & sound recording, visual arts & crafts, live performing arts, new media and audio visual;
3) stable and financially healthy;
***Municipal governments may not apply to the program***
Employer selection will be based on the following criteria:

1) General Project Goals:
Arts management and practices objectives
Benefits for student, institution and the cultural sector
· 2) Project Planning: 

Project clearly defined (objectives & measurable outcomes)

Clear job description & learning plan (tasks & timelines)

3) Skill Development: 
Development of specialized career-related skills & employability (concrete examples) 

Hands-on, rewarding work experience 

Opportunities for networking with professionals

4) Job parameters:  

Candidate profile clearly defined

Appropriate salary

5) Recruitment:  

Balanced selection and interview process planned

6) Orientation & Supervision :
skill assessment & development plan for intern planned

appropriate supervision & professional support (training, coaching, mentoring, follow-ups, performance evaluation, etc.) 

action plan to help support transition to job market during & after internship 

7) Budget:  


complete estimates & coherent justification

employer’s financial contribution (2/3)
HOST ORGANISATION COMMITMENTS 
The selected organization will have to:

1) contribute 2/3 in cash toward the gross salary of the intern (including Mandatory Employment Related Costs MERC’s);
2) use CHRC’s contribution for the intern’s allowance only;

3) employed the intern for a minimum duration of 4 months, 30 hours per week (minimum);

4) advertise the position on the CulturalWorks website (www.cultureworks.ca)

5) coach and mentor the intern in order to maximise the benefit to be gained by the participant;

6) collaborate with the Youth Internship Program Administrator;
ASSESSMENT
A peer review committee drawn from various disciplines within the cultural sector and across Canada assesses project proposals. The committee will consider the program objectives, guidelines and eligibility requirements as well as the strategic human resources needs of the cultural sector as a whole. The committee submits its recommendations to CHRC for final decision-making. 

Please note: Incomplete applications will be deemed ineligible by the jury and will not be assessed. In the case of multiple internship applications, please submit complete applications for each project you are requesting; priority will be given to cultural umbrella organisations and organisations offering internships in separate departments..  
TIMEFRAME
ALL PROJECTS MUST START BETWEEN APRIL 1ST AND NOVEMBER 1st, 2011 AND BE COMPLETED BY MARCH 31ST, 2012 (minimum duration of 4 months, minimum of 30 hours per week).
SUBMISSION OF APPLICATION 
All application forms must be sent to CHRC by February 7th, 2011 at the address noted below (to Geneviève Guilmette) or to gguilmette@culturalhrc.ca . Applications by fax will NOT be accepted.   
	IMPORTANT POINTS

( All projects must have an arts administration or an arts practice dimension.

( Maximum request of $ 10,000 per intern according to the length of the internship.
( Focus: To give recent graduates or those with less than 4 years experience a meaningful first work experience. Internships must develop the intern’s business and career management skills (administration, communication, project management); internships should not develop solely technical skills.  They should use and refine skills acquired in educational or training institutions.

( Budget: $2 contribution in cash from sponsoring organization for every $1 requested; the total of CHRC’s funding and the host organisation’s matching contribution must go toward the GROSS salary of the intern and may include the employer’s Mandatory Employment Related Costs (MERC’s).  

( ALL PROJECTS MUST START BETWEEN APRIL 1ST AND NOVEMBER 1st, 2011. 

( All projects must be at least 4 months in length (full time; minimum 30hrs/week).

( Interns must become employees of the organizations and CANNOT be self-employed or contracted during the term of the project. They CANNOT have been previous employees of the organization.


Please complete one application per intern                                  

	CAREER FOCUS 
2011/2012
Application form

(15 pages)


General Information

	Name of organization
	     


	Contact person
	     


	Address
	     
	City
	     


	Province
	     
	Postal code
	     


	Phone
	     
	Fax
	     


	E-mail
	     
	website
	     


By affixing my signature, I certify, on behalf of       
that all the information provided in this application to the CHRC Career Focus Program is true, that I did not omit anything essential and that I make this declaration knowing that it has the same force and effect as if made under oath in a law court in any province of Canada.  I certify that the host organisation agrees to respect the conditions and rules of the Youth Initiatives Program and the decision of the Cultural Human Resources Council, which is final. If the host organisation is awarded funding under the Career Focus program, it is agreed that funding will be used only for the project described in this application and that we renounce all claims to funds that were awarded to our organization under Career Focus, if the project is cancelled or postponed until after March 31st, 2012.   
	Name of signing officer (print)
	     


	Signature of signing officer
	     


	Date
	     


Which cultural sector best describes the organisation’s activities?

          FORMCHECKBOX 
 Digital Media       FORMCHECKBOX 
 Film, Television and Broadcasting       FORMCHECKBOX 
 Live Performing Arts      
 FORMCHECKBOX 
 Heritage       FORMCHECKBOX 
 Visual Arts & Crafts       FORMCHECKBOX 
 Music & Sound Recording       FORMCHECKBOX 
 Writing & Publishing

Internship Summary
	Job title
	     


	Objectives
	     



Summary of the internship’s objectives
	Length of internship in WORKING day
	     


Minimum 83 working days (4 months = 17 weeks), maximum 260 working days (12 months = 52 weeks)

	Hourly wages
	     


Minimum wage per province or more

	Number of hours worked by week
	     


30 hours minimum
	Start date
	     
	End date
	     


All projects must start between April 1st and November 1st, 2011 and must be at least 4 months in length. ALL PROJECTS MUST END BY MARCH 31st, 2012.
	Amount requested from CHRC (A)
	$     


Maximum $ 10,000 per internship.  
	Your contribution (B)
	$     


$2 contribution in cash towards salary from sponsoring organisation for every $1 requested from CHRC; total must go towards the intern’s GROSS salary and the employer’s Mandatory Employment Related Costs (MERC’s)
	Total cost of internship (A+B)
	$     


Host organization description/profile
	Year founded
	     


	Number of employees
	     


	Type of organization
	     


Mandates:
	     


Mission:

	     


Activities:
	     


Mentoring
Development plan and skill assessment for intern
	     



Intervals and method of performance evaluation
	     



Mentor’s biography (1/2 per mentor)
	Name of mentor
	     


	Title
	     


Mentoring experience/accomplishments
	     


	Name of mentor
	     


	Title
	     


Mentoring experience/accomplishments

	     



Project objectives and Job description
Objectives
	     


Job description (tasks, activities)
	     



Describe how you will offer your intern opportunities for networking
	     



Description of security and safety standards in place 
(for internships with a technical component only; riggers, theatrical technicians for instance)

	     



Job requirements and method of recruitments

Job requirements:

	Education level
	     


	Language (s) required
	     



	Skills required/

qualifications
	     



Method of recruitments and selection process:

(If you already know the candidate describe her/his profile and explain your choice)
	     



Learning plan

	LEARNING OBJECTIVES
Skills and competencies 

to be acquired.
	DESCRIPTION OF ACTIVITIES

Activities directed to acquiring specific skills.
	TIME FRAME

% of time spent learning specific skills during the internship
	MENTORING FRAMEWORK

Includes methods of training, supervision and mentoring mechanisms (courses, workshops, etc).

	Ex: Learn how to handle artwork and store artwork properly;
	Analyzing each artwork; 
	40% 
	Offering a two hours workshop on the subject and Mrs Smith will be in charge of supervision and feedback;

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Measurable Outcomes

a) for the intern

	     



b) for the organization

	     



c) for the sector
	     



Post-Project
Transferable knowledge and skills learned
	     



Describe how your internship will help support transition to job market 
	     



Chance of employment in your organization
	     



Budget
Applications not using the CAREER FOCUS PROPOSED BUDGET FORM will be deemed ineligible by the jury and will not be assessed
	
	Amount Requested from CHRC 
	Host organisation’s contributions


	Total cost of internship

	EXPENSES
	In Cash
	In Cash
	In Cash

	Participant’s GROSS Salary


	$     
	$     
	$     


	Employer’s Mandatory Employment Related Costs (MERC’s)


	Not 

Applicable
	$     
	$     


	Total


	$      
(A)
	$     
(B)
	$     
(A+B)


1) Maximum $ 10,000.
2) $2 contribution in cash from sponsoring organisation for every $1 requested – the total going towards the total amount of CHRC funding, in addition to the matching in cash contribution from the host organisation must go towards the intern’s GROSS salary and the employer’s MERC’s (please note that the host organisation must cover all the MERC’s).  

*** Here are some formulas to help you calculate your budget***
1) Total cost of internship (no MERC’S) :

Internship’s duration in days x hourly wage x nbs of hrs/day

158 x 15$/hr x 7.5 hrs/day = 17 775$

2) Amount Requested from CHRC :

{(Internship’s duration in days x hourly wage x nbs hrs/day) + % MERC’s*}/ 3

* 15% for Québec and 11% for other provinces

{(158  x 15$/hr x 7.5 hrs/jour) + % 11*}/ 3 = 6 576.75 $

3) MERC’s

Total cost of internship without MERC’s x  % MERC’s

17 775$ x 11 % = 1 955.25

4) Total cost of internship with MERC’s

MERC’s + total cost of internship without MERC’s

1955.25 + 17 775 = 19 730.25

4) Host organization contribution without MERC’s
Total cost of internship without MERC’s – amount requested by CHRC
19 730.25 – 6576.75 = 13 153.5$
Other source of revenue
	Other sources of

revenue. Indicate the source and if it is confirmed or not.
	$       (Source) 

$       (Source) 

$       (Source )


DON’T FORGET LIST

(Please return this sheet with you application to CHRC)

Don’t forget:
 FORMCHECKBOX 
 
One signed application form for each intern requested 

 FORMCHECKBOX 

Please indicate here the number of applications you are submitting:      
 FORMCHECKBOX 
 
General information (form provided)

 FORMCHECKBOX 
 
Internship summary (form provided)
 FORMCHECKBOX 
  
Description or profile of the Host Organisation (form provided)
 FORMCHECKBOX 

Biographies of mentors and supervisors (form provided)

 FORMCHECKBOX 

Project objectives and job description (form provided)

 FORMCHECKBOX 

Job requirement and methods of recruitment (form provided)

 FORMCHECKBOX 

Learning Plan Form (form provided)
 FORMCHECKBOX 

Description of measurable outcomes for 

a) the intern; b) the organisation; and c) the sector (form provided)

 FORMCHECKBOX 

Post-project (form provided)

 FORMCHECKBOX 

The Career Focus Proposed Budget Form (form provided)
 FORMCHECKBOX 

Other sources of revenue (form provided)
I certify that this application form is complete: 
Incomplete applications will be deemed ineligible by the jury and will not be assessed
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Cultural Human Resources Council  17 York Street, Suite 201, Ottawa, ON, K1N 9J6

Phone : (613) 562-1535, ext. 28  Email: gguilmette@culturalhrc.ca   URL : www.culturalhrc.ca
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