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Guidance Notes
About Coleford Town Council grants

Coleford Town Council grants are made for the benefit of people and projects local to Coleford.

Applications will be considered for financial assistance towards a specific project or activity from community associations, cultural, educational, sporting and charitable organisations, which are non-commercial and whose membership and field of activity is centred in the Town of Coleford. The Council is prevented by statute from giving financial assistance to individuals.  

The scheme provides start-up grants for new organisations as well as grants to existing organisations.

The maximum figure payable for grants will be £2000.00  

When considering your application

We will look at:

· how well the grant will meet the needs of the community

· how effectively your group will use the grant

· whether the costs are appropriate and realistic

· level of contributions raised locally

· whether the applicant could reasonably have been expected to obtain sufficient funding from a more appropriate source

· how the group is managed

Groups working with young people and/or vulnerable adults will be required to have protection policies in place (an example is available from the Town Council office).  Applicants will also be expected to demonstrate that they have adequate public liability insurance for their activities.  Information on where to obtain information on public liability insurance is available from the Town Council Office.

Please do not hesitate to contact the Town Clerk if you would like to talk through the application form before completing it.

When to apply?

Applications can be made to the Town Council any time of the year

The applications will be assessed on a ½ yearly basis. Decision will be sent to all applicants who have sent in a completed donation or grant application form.

Who can apply?

You can apply if…….

· you are a not for profit group operating for the benefit of the community in Coleford

· you can use the grant within one year.  We recognise that project timescales can slip for good reasons – we would expect to be informed of any problems.  If a project does not ultimately proceed as planned we would expect the grant to be returned.

· your group is set up for charitable purposes, however you don’t have to be registered as a charity or recognised by the Inland Revenue to apply for a grant.  You will need to have some form of management committee or steering group with a bank account with more than one signatory;

· you are a group of people, not necessarily constituted who/that has specifically come together to run a project without having a separate constitution.  However, you must have a separate bank account.  Grants in these circumstances will be made on a one off basis and if you wish to apply again in the future, your group must be constituted;

· your aims and objectives are clear and well defined and are real benefit to the community of Coleford;

· you have a constitution or set of rules which you must include with your application form;

· you have a bank or building society account with at least two joint signatories

· you have annual accounts or a statement of income and expenditure, which you must include, with your application;

· your group is working towards an equal opportunities policy and constitution and can demonstrate that it is working within the Disability Discrimination Act and is aware of health and safety requirements

· you have a working child protection and/or vulnerable adults protection policy if you are working in this area

· you are a school association/PTA applying for a grant which is for an extra curricular activity subject to funds being ring-fenced and to applicants establishing separate bank accounts and constitution.

New groups

Applications from new groups are welcome.  We will need to know: 

· why you want to start the group 

· how it will be continued 

· have you any support from people wanting to join or run the group 

· how you know there is a need

As new a new group you may not be able to provide a set of accounts for last year, however we would need to see bank statements and an estimate of your income and expenditure for your first year.

Branches

If you are a branch of a larger organisation you must have:

· a constitution or set of rules of your own;

· a separate management committee;

· your own bank account 

· your own annual accounts approved by the management committee;

· control over your own income and how it is spent

· a specific brief for activities benefiting the community of Coleford

Individuals 

Individuals wishing to run projects that would be of benefit to the community are eligible to apply if the following criteria/conditions are met:

· a bank account separate from the individuals personal account is set up with two independent signatories;

· evidence of the level of support from the intended beneficiaries of the project; 

· the applicant will only be eligible to receive up to a maximum of 70% of the grant for the payment of their own fees/expenses

Is there any limit to how much can be applied for?

The maximum figure payable for grants will be £2000.  

What will not be funded?

· second hand road vehicles;

· projects with high ongoing maintenance costs – unless your group can show that you have the funds/skills to maintain them once your Coleford Town Council grant runs out

· religious/political groups unless unrestricted community benefit can be demonstrated

When a grant will have to be repaid

If there is a serious breach of the terms and conditions, or the group ceases to operate before the funds have been spent, or if a project does not proceed as planned, the grant must be repaid.  Anyone found to be acting dishonestly in making the application or spending the grant would be reported to the police and may be prosecuted.

General Data Protection Regulations May 2018 Information

In signing the application form, you give permission for Coleford Town Council to use the information that you provide:
· for establishing your entitlement to a grant;

· inclusion on a computerised register maintained by Coleford Town Council; and

· during the life of a grant, if awarded, 

· to administer and analyse applications and grants.

We aim to make our grant making and assessment process as open and clear as possible.  To achieve this aim we may:

· hold open committee meetings, where we discuss individual applications in front of the public or media; and

· allow your representatives to see information about the way in which we reach decisions on your application.  

However, we would always want to respect the confidentiality of information given by any other person.  We would judge on a case-by-case basis what it would be appropriate to reveal.

We recognise the need to maintain the confidentiality of vulnerable groups and individuals, and their details will not be made public in any way, except as required by law.  If you think your application falls within this category, please let us know.

Role of Sponsoring Councillor 

It is a condition of any grant over £750.00 that it must be sponsored by a councillor to sign off the application. This can be any councillor it does not have to be a member of the Finance & Office Committee. When an application is received the Office will allocate an appropriate councillor. A councillor may choose to decline this role.  

It is the Councillors responsibility to guide the applicant to ensure that: 

· All relevant information is contained within the application 

· The application relates to the parish or parishioners

· Sufficient information/statistics re the parish or parishioners is given to make the 
grant cost effective 

· Only applications which meets the criteria are signed off.

The application once submitted will be scored by the office 

· Applications not reaching a score of 50% are automatically declined 

· Sponsoring councillors can speak to the application at Finance & Office Committee, they will however have no vote. 
Evaluation Criteria
Applications will be assessed using the following evaluation criteria:
	Project Application
	Weighted Score

	1. Fit with the Council’s Grants Policy
	/20

	2. Delivering benefit for parishioners
	/20

	3. Demonstration of viability over medium to long term (5+ years) or

Demonstration of financial planning?  or 

Demonstration of how grant support will impact your business/project plan?
	/20

	4. Demonstrates newness
	/10

	5. Evidence that the project meets at least one desired outcome
	/5

	6. Evidence of need and quality of objectives
	/5

	7. Value for money
	/5

	8. Measurements of success
	/5

	9. Project cost / funding requirement / match funding 
	/5

	10. Soundness of concept
	/5

	Total
	/100

	Score
	Interpretation

	20/10/5
	Excellent – The criteria are fully met as well as at least one of the outcome objectives. Shortcomings are minor

	18/8/4
	Good – The criteria are well addressed, but improvements are possible

	15/5/3
	Fair – The criteria are broadly met, but with significant weaknesses that would need improving

	2
	Poor – There are serious weaknesses evident in relation to the criteria

	1
	Very Poor – The criteria is only addressed in a cursory manner and is unsatisfactory

	0
	Fails to address criteria or cannot be judged as information is missing or incomplete


Terms and conditions

Please read carefully…….

This section is important because it is a condition of any application that you have read, understood and accepted it.

· All applications will be scored prior to being presented to the Finance and Office Committee. If more information is required it will be sought at this time.  Applications scoring less than 50% will be declined. The Finance and Office Committee will make recommendation to the full Town Council for approval/decline. All decisions made by the Full Council are final.  Please note that the meetings of the Finance and Office Committee and the Town Council are open to members of the press and the public and that minutes of the meetings are available from the Town Council office.

· If you receive a grant, it may only be used for the purpose set out in the application form and it cannot be given to any other group.  We will not give grants to cover costs that have already been incurred and the grant cannot be increased.  Your grant will be paid by cheque or BACS made payable to the bank account detailed on the application form.

· We will ask you to complete a short report to tell us what you achieved with the funds.  We will also ask you for proof that the money was spent for the intended purposes.

· Recognition of the grant from Coleford Town Council must be made in any publicity and in the group’s accounts and where appropriate the Town Council crest must be displayed on any marketing materials or capital purchases. 

· We will use the name of your Group (not personal data) and its project in our own publicity material.

· When a grant expires, Coleford Town Council has no commitment to provide any further funding for the project.

· Any group awarded a grant will at the discretion of the Council be allocated a Council Member who will act as an observer and link with the Council and will attend the groups committee meetings.
· Any grant over £750.00 must find a sponsoring councillor to sign off the application. The Town Clerk can advise on this.
The information in these notes could change from time to time.  Policy and regulations on distributing funds may also change.  We reserve the right to amend any policy, procedures and assessment criteria and will aim to inform actual or possible beneficiaries.

The application form does not necessarily reflect all the information used by the Committee to decide on applications.  The Committee may seek additional information to check your application and organisation.

Please submit all enquiries and completed application forms to:

The Town Clerk

Coleford Town Council

2 The Town House 

Lords Hill Walk 

Coleford GL16 8BD

Tel: 01594 832103     

e-mail:
ctcoffice@colefordtowncouncil.gov.uk

www:
www.colefordtowncouncil.gov.uk
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Grant Application Form 

	Name of organisation
	

	Name and address of the person making
the application on behalf of the organisation
	

	Position held in organisation
	

	Telephone
	

	Email
	

	Do you have a Facebook/ Twitter account/ Website that you would like to be linked to through Coleford Town Council?
	

	Bank details

If you are successful, our preferred payment method is via BACS. 
	Bank name: 

Sort Code: 

Account Number: 

	Have you received a grant from this Council in the last 2 years? If so, for how much and what was it for?
	

	What are the aims of your organisation?
	

	Which one of the following five areas best fits your group’s area of interest?


	Sport

Arts

Health 

Green

Youth



	What is the name of the project/activity you are applying for?

	

	When will the project be started/finished?
	


Financial information 


	What is the total cost for the project/activity? 

You must include a budget breakdown where appropriate.

	

	What is the amount of grant requested from the Town Council?
	

	How much have you raised already?
	

	Is the grant for match funding? (i.e. are funds from elsewhere dependent on our funding?)
	

	Have you applied elsewhere for a grant, if so, which organisation(s),for how much, 

and when will you know?

	

	What will happen if you do not raise all the funds required for your project?


	


Criteria
The Town Council 4 year plan has objectives, one of more of which your project should address

· Wellbeing

· Regeneration 
· Environmental sustainability
· Teenage provision
· Parish Enhancement 


Additionally we’d like to know about who you are working with and the long-term impact of your project. Please answer the following questions.

	1 a) How many people will this project benefit? 

	   b)  How many are involved in decision-making and ownership of this project? 

	   c) Will your project encourage more Coleford residents to get involved? 


If so, how? 




	2.  Are you partnering with other Coleford groups and, if not, could you consider doing so?




	3. We want to know how you will be sure your project is successful. What will you be measuring and how will you measure it?



	4. Will your project continue after this grant is spent? If so, how will it be funded?




Declaration 
	We confirm that all the information contained within this application is true and accurate to the

best of our knowledge and belief, and that we are authorised to submit this application on behalf of the group. We have read and agree to abide by the terms and conditions 

(please click/tick box to agree)    


	We have provided copies of the following necessary documents (refer to Grant Application Information) to support the application (please click/tick as appropriate):

Accounts                Constitution                     Bank statement or paying-in slip       
                                         (to double check bank details)

NB. Scanned copies are acceptable if you end your application by email.

        Applications will not be taken to committee without all these supporting documents

	Signature 1 (person submitting form)

Signature 2 (Chair or senior representative of the organisation)


	

	Date: 


Please let us know if you would like to get this form in any other format, including large print, or electronically


All forms are available on the website  








Please tell us about your project and how your project fits with these criteria


(500 words maximum)












