
CATHOLIC SCHOOLS BOARD LIMITED

Archdiocese of Wellington and Diocese of Palmerston North



19 January 2010
To: 
The Chairperson, School Board of Trustees and Principal

Communities Assisting Proprietors Schools (CAPS) Scheme: Applications for 2010 

School communities are invited to submit applications under the CAPS scheme for projects to be completed by 30 June 2011. The closing date for applications is 31 March 2010. 
We expect to be able to notify all applicants of the result by 31 May 2010.
The total sum available for allocation in 2010 is $400,000. CSBL’s maximum contribution to any project will be $25,000 (plus GST) and the focus will be on major maintenance and modernization of existing buildings. 
The enclosed circular 10/01 sets out the guidelines for applications and contains an application form.
I recommend that applications be submitted ahead of the closing date.  This gives time before the closing date for our Property Team, who will be checking all applications as they are received, to rectify any omissions and ensure that schools applications are complete and able to be considered. 

If you have any questions please do not hesitate to contact your CSBL Property Management Co-ordinator Kevin Grace or Wendy Tampeau. 

We look forward to hearing from you.
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Yours sincerely
Mary Neazor

Chief Executive Officer

CATHOLIC SCHOOLS BOARD LIMITED

Archdiocese of Wellington and Diocese of Palmerston North

 

 CIRCULAR 10/01 

GUIDE TO THE COMMUNITIES ASSISTING PROPRIETORS SCHOOLS CAPS SCHEME: 2010
For the Attention of Boards of Trustees, School Principals and School 
Communities


THIS CIRCULAR EXPLAINS:
 How school communities can make applications    
 under the CAPS Scheme in 2010.
IT IS INTENDED FOR:
   Boards of Trustees, Principals and school communities  
   of all Catholic schools in the Archdiocese of 
   Wellington and the Diocese of Palmerston North.
FOR FURTHER INFORMATION: Contact Catholic Schools Board Limited Property  
   staff. Contact details are listed on the last page of  
   this circular.

Introduction
Catholic Schools Board Limited (CSBL) introduced its Communities Assisting Proprietors Schools (CAPS) Scheme in 2009. The scheme provides for joint funding of building projects by school communities and Proprietors. The CAPS scheme replaces the Financial Assistance Scheme (FAS) that was cancelled in 2005 because of Audit office concerns about Board of Trustees (BoT) funds being used on work that is Proprietors responsibility.
CSBL has provided $400,000 in its budget for applications under the CAPS scheme in 2010.  
· The maximum amount of assistance available for each project is $25,000 (plus GST).

· Projects must be major maintenance or modernisation of integrated school buildings over $2,500 (excluding GST) in value. 
Applications invited
School Communities are now invited to submit applications for the CAPS scheme in 2010 for projects to be undertaken in 2010/2011. 

The closing date for receipt of applications is 31 March 2010. All schools will be notified of the results by 31 May 2010.
Submit applications to:

Manager Property, Planning and Development 
Catholic Schools Board Limited
PO Box 12341 
Thorndon
WELLINGTON 6144
Applications must be delivered or posted
Note:               This is required because of the requirement to enclose copies of relevant           documents.
Remember:     The Closing Date for Applications is 31 March 2010. 

Funding and Eligibility
Funding
CSBL has made provision in its annual budget of $400,000 (plus GST) to fund the 2010 CAPS scheme.  
If the CAPS scheme is oversubscribed then an independent committee, called the CAPS Consultative Committee, will prioritise projects.
The maximum contribution that CSBL will make to any project is $25,000 (plus GST). 

CSBL’s contribution to any project is also limited to the approved amount i.e. it cannot contribute more even if the actual cost exceeds the estimated cost of the project.
Calculating contributions
The respective contribution of school communities and CSBL to any project is determined in accordance with the following table: 

	School Decile
	School $1 Contribution
	CSBL Contributes
	School Decile
	School $1
Contribution
	CSBL Contributes

	10
	45%
	$1.20
	5
	31%
	$2.20

	9
	42%
	$1.40
	4
	29%
	$2.40

	8
	38%
	$1.60
	3
	28%
	$2.60

	7
	36%
	$1.80
	2
	26%
	$2.80

	6
	33%
	$2.00
	1
	25%
	$3.00


Note: CSBL’s contribution limited to a maximum of $25,000 (plus GST). 

Eligible projects
To qualify for CAPS funding, projects must satisfy both of the following criteria:

1. The project must relate to existing integrated school buildings.

2. The project must involve major maintenance or modernisation of existing integrated school buildings.  

Ineligible projects
The following projects do not qualify for CAPS funding:

1. Work on a building that is not integrated.

2. New capital work which involves new square metres that is the responsibility of the Proprietor.

3. Work that will render a relocatable classroom incapable of being moved.

4. Purchase of furniture and equipment. 

5. Minor maintenance work that is a BoT responsibility from its operations grant e.g. painting or repairs under $2500 (GST excl).

     Approval will not be given retrospectively. Projects that are already completed or have

     already commenced at the time of application are not eligible.

Applications for CAPS funding
Making an application
Make an application by completing and submitting an Application Form (Appendix A)

Application may be made for only one project.
It is recommended that applications be lodged early. All applications will be checked by the Property Team on receipt. They will give prompt notice of any omissions or other faults so that they can be remedied before the closing date.

CSBL will reject applications that are incomplete, received after the closing date or are for ineligible projects and will promptly notify the applicants. 

CSBL can help
Call any member of the Property Team for help with any application.
Who makes the application
Application will generally be made by the BoT because it has responsibility for the day to day management of the school. The fundraising group should countersign the application.

Applications may be submitted by others such as the PTA or “Friends of the School” but must include a letter from or on behalf of the BoT, confirming its agreement with the project. 

Criteria for assessing the eligibility of applications
When applications are reviewed by CSBL to determine their eligibility, the following criteria are applied:

Closing Date:                   The application has been received on time.

     Application complete:       The application form has been completed fully or any omissions    
 or corrections required have been made.
                                      All documents required to support the application are included. 

Project:                           The project is eligible.
                                      The project can be completed within 12 months.
Contribution:                   The school community’s contribution is available.

                                          The combined contributions of the school community 
                                           and CSBL are sufficient to pay for the project.
     Project procedure:           The project will be undertaken as outlined below
                                       unless otherwise agreed with CSBL.

Processing applications
Eligibility does not mean automatic approval because the total funding sought from CSBL may exceed the amount that has been budgeted for this CAPS round. 

If the CAPS round is over subscribed the decision on which projects will receive funding from CSBL will be made by an independent committee, called the CAPS Consultative Committee.
For the terms of reference of the CAPS Consultative Committee see Appendix B.   

Project procedure
All building and other contracts required in order to carry out the project will be entered into by CSBL on behalf of the Proprietor.

All necessary local authority consents must be obtained before any work is commenced. Building consent applications will need to be submitted to CSBL for the Proprietor’s signature.
A project manager nominated by the applicant will be responsible for managing the project to completion, including, if applicable, obtaining a code compliance certificate. Accounts will be certified in order for payment by the project manager and submitted to CSBL for payment.

CSBL will be responsible for paying all accounts. For that reason, the school community’s cash contribution is to be paid in full to CSBL before quotes are accepted.

If the application was based on estimates, then the project manager will obtain firm quotes. If the actual cost of the project exceeds the estimated cost, CSBL will require confirmation that the difference can be funded by the school community.   

A contingency amount is to be allowed for in the project funding. The contingency is to be 10% if the total cost exceeds $50,000 and 5% if the total cost is $50,000 or less.

What happens when the projects has been completed
The project must be completed within 12 months after CAPS funding approval has been given. 

If applicable, the project manager will obtain a Code Compliance Certificate issued by the local authority as soon as practicable after the project has been completed and will forward it to CSBL.

The BoT or project manager will also send CSBL photographs of the completed project.

What happens if the projects is unable to be completed within 12 months
If a project cannot be completed within 12 months of approval being given, it will be deemed to be cancelled. A new application for CAPS funding will have to be made in a later round of the scheme.

Funds will be returned to the Policy One pool to enable another school’s programmed project to proceed. We are committed to seeing work is completed as soon as possible and that all available funding is applied to schools for students. 
Reminder
Send completed applications to:

Manager Property, Planning, and Development 
Catholic Schools Board Limited
PO Box 12341 
Thorndon
WELLINGTON 6144

Closing Date is:
31 March 2010 

For further information or any enquires please contact:

Frank Hodgkinson

Manager Property, Planning and Development

Ph: (04) 499 0184

Mobile: 021 535 843

E-mail:  frank@catholicschools.co.nz
Or

Kevin Grace

Property Co-ordinator

Ph: (04) 499 0184

Mobile: 021 535 842

E-mail: kevin@catholicschools.co.nz
Or

Wendy Tampeau

Property Co-ordinator

Ph: (04) 499 0184

Mobile: 021 590 973

E-mail: wendy@catholicschools.co.nz
    Appendix A

COMMUNITIES ASSISTING PROPRIETORS SCHOOLS SCHEME (CAPS)

APPLICATION FORM

PART 1: APPLICANT DETAILS

	Name of School:
	

	Decile Rating:
	

	Title of Project:
	

	
	

	
	

	Name of Person making Application:
	

	Postal Address:


	

	Are you the contact person for questions about application
	Yes  or  No
(Circle one)

	If not, who is

	

	Contact Details:
	

	Telephone no:

(during working hours)


	

	Alternative telephone no:
	

	Cell phone no:
	

	Alternative cell phone no:
	

	Email address:
	


PART 2: PROJECT DESCRIPTION

Describe the project.

Provide photographs and/or plans and/or drawings of the project and its proposed location.

Explain how the project is eligible for assistance. (You can make reference to the notes about projects that are eligible and ineligible - Refer to circular 10/01).

Estimated commencement date of project:                       --------------------------------

Estimated completion date of project:                              -------------------------------- 
Note:   The project must be completed within 12 months after approval is given.
PART 3: PROJECT COSTS

Detail the project costs (GST excluded)    

A.  Project costs                                                                        $___________

B.  Contingency (5% if cost is $50,000 or less, otherwise 10%)      $___________
C.    Consultancy fees (Architects, Quantity Surveyors,                     $___________

       Engineers and/ other consultants)

D.   Total Project Cost (A+ B+C) (GST excluded)                    $___________
Is the project cost based on a quantity surveyor estimate or contractors quotes 
Quantity Surveyor estimate / Contractors quotes   (Circle one)
Attach copies of quantity surveyor estimate or contractor’s quotes
PART 4: CALCULATE CSBL CONTRIBUTION
A.    Total project cost (3D)                                                           $____________
B.    School decile rating percentage (circular 09/01A)                       ___________%
     C.    CSBL percentage (100%-4B)                                                    ___________%
      D.    CSBL’s contribution to maximum of $25,000

             (based on CSBL % of total project cost)                                  $____________
     E.   Total CSBL Contribution (GST excluded)                             $____________
PART 5: SCHOOL COMMUNITY CASH CONTRIBUTION

A.    Total Cash Contribution (3D-4E) (GST excluded)             $__________
PART 6: SUMMARY

Total CSBL Contribution (4E)                                                            $__________
Total School Community Cash Contribution (5A)                           $__________
Total Project Cost (3D)                                                                      $__________
1.  CONFIRMATION THAT FUNDS HAVE BEEN RAISED BY THE COMMUNITY
     I confirm that the funds listed in Part 5 (page 8):

     (a) Were raised by the _________________ of _________________________School, 

          ________________

     (b) Are immediately available to be spent on this project.     

      Signed: ____________________                                Date: __________________

                  Chairperson or Treasurer

                  ____________________

                  (Name of organisation)             

2.  BOARD OF TRUSTEES AGREEMENT
     The ______________________School Board of Trustees:

(a) supports this application; and 

(b) confirms that none of the funds listed in Part 5 (page 8) are owned or controlled by the 

Board of Trustees

     Signed: ____________________                               Date ___________________

                 Chairperson

DOCUMENTATION TO ACCOMPANY APPLICATION
CHECK LIST

	Indicate the documentation supporting the application:
	Attached

	From PART 2: Project Description
	

	· Photographs and/or plans and/or drawings of the proposed project
	

	
	

	From PART 3: Project Costs 
	

	· Either a Quantity Surveyor’s estimate
	

	· Or three Quotations, to verify the Total Project Cost

N.B. Two quotes sufficient if cost is $25,000 or less
	

	
	

	From PART 5: Project Funding
	

	· Evidence of the amount and availability of the school community’s cash contribution including current bank statements and letters from external funding providers such as NZ Lotteries Commission or a Trust Fund (if applicable)
	

	
	

	Insurance: CSBL arranges all insurance
	


  Appendix B
COMPOSITION AND ROLE OF THE CAPS CONSULTATIVE COMMITTEE
Committee Representation
     The CAPS Consultative Committee consists of representatives drawn from the   Archdiocese of Wellington and the Diocese of Palmerston North. Of the six members of the committee, 

· Two will be members of Boards of Trustees (one of a Primary school and the other of a Secondary school)

· Two will be Primary school Principals

· Two will be Secondary school Principals

     The committee members will elect one of their number as chairperson.

     All decisions of the committee are made by consensus.

Selection of committee members
From time to time, CSBL will call for nominations for members.

The names of all nominations received will be allocated to the appropriate representative group. CSBL will then make the final selection. 

Role of committee
Only eligible applications will be referred to the Committee. 

The Committee is the decision making body i.e. it determines which applications are to receive CAPS funding. 

To that end, the Committee will assign a priority or ranking to every application, taking into account such factors as previous funding, previous projects not completed, the school’s own priority needs and curriculum delivery related needs.   From time to time, CSBL will review these criteria.

The Committee will, as necessary, consult CSBL on any technical information that may assist it with the decision process.

The Committee will approve all applications in accordance with the priority or ranking accorded them until it has exhausted the sum budgeted by CSBL to fund the CAPS scheme. 

The only funding available is the amount budgeted by CSBL for that purpose
Unallocated funding is not carried over to the following year but returned to enable another school’s project to proceed. 

CSBL ROLE
As Administrator

CSBL administers the CAPS scheme in accordance with its policy and assists the CAPS Consultative Committee.

In particular, CSBL determines time frames for the operation of the scheme each year, sets the dates for the CAPS Consultative Committee to meet and review eligible applications, establishes criteria for ranking, conveys the Committee’s decisions to applicants and publishes the results.

As Advisor

When the CAPS Consultative Committee meets, CSBL’s Property Department staff attend in an advisory capacity and act as Secretary to the Committee.

As Co-coordinator

     CSBL will:

· Notify school communities about the CAPS scheme and distribute copies of these guidelines and application forms.

· Assist schools with enquiries relating to their application or the application process.
· Acknowledge receipt of applications. 

· Check all application to determine eligibility. Promptly notify applicants of ineligibility.

· Check all applications are correct and complete. Promptly notify applicants of omissions or corrections required if the application is received in time for this to occur. 

· Provide all members of the CAPS Consultative Committee with copies of eligible applications at least five working days before the Committee is scheduled to meet.

· Promptly notify all applicants of the decisions made by the CAPS Consultative Committee in respect of their applications.

· Establish criteria for ranking projects.

· Provide applicants and CAPS Consultative Committee members with advice and assistance.

As Secretary to the CAPS Consultative Committee 

     CSBL will provide a secretary to record the minutes of all CAPS Committee Meetings. The Chairperson of the CAPS Consultative Committee will finalise the minutes with the secretary. CSBL will send a copy of the minutes to all members of the CAPS Consultative Committee
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