London Borough of Bexley Small Grants Scheme
Information and Application pack

December 2011 for funding to be issued in April 2012
The Small Grants Scheme

The Small Grants Scheme will provide funding for new or innovative projects, one-off projects or activities, and one-off investments or purchases. It will provide funding to benefit the residents of the London Borough of Bexley. 

Annual bids are invited for small grant allocations of up to £2,000.

The total amount of funding available for 2012/13 is £25,000
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The Small Grants Scheme forms part of a wider funding allocation, as set out in the Voluntary Sector Funding Strategy. Other funds are commissioned according to the needs and priorities of each Directorate of the Council.

Use of grants 

Applications to the small grants scheme must demonstrate that the project, event or activity would contribute towards achieving the Council’s Key Priorities. A list of the priorities are included here and the application form asks organisations to identify the priority(ies) that their project/activity would contribute to.
	Service-related Priorities 

	1. Supporting Capacity in the local Voluntary Sector
	Strengthening the ability of local voluntary sector organisations to achieve their objectives and meet new challenges around public service delivery, commissioning and sustainability.

	2. Contributing to the delivery of the Council’s Community Engagement and Consultation Strategy
	Improving communication through the establishment of new channels of engagement;

Enhance residents understanding of the role of Ward Councillors and how to use this role to best effect;

Improve engagement with local communities with more people feeling they are involved in decision making;

Increasing the percentage of people involved in volunteering;

Improving partnership working and engagement with all sections of the community;

Increasing parent/carer involvement with relevant services with a particular focus on fathers.

	3. Promoting safety and tackling anti-social behaviour
	Reducing anti-social behaviour on our streets, including drug and alcohol related disorder, youth disorder, and graffiti;

Actions, activities, projects or initiatives aimed at reducing hate crime, gang membership, bullying or harassment among young people.

	4. Improving performance of vulnerable children  


	Actions, activities, projects or initiatives aimed at improving the attainment of vulnerable children and young people (including disabled children, carers, children with Special Educational Needs, Looked After Children and those eligible for free school meals).  

	5. Promoting health and well-being
	Promoting independence for people who are vulnerable, particularly the older population and people with a disability by contributing to the health and well-being of vulnerable people through providing preventative services. 

Providing activities/services to ensure that disadvantaged and hard to reach groups are included and are able to access services. 

Supporting carers of vulnerable adults to enable them to continue with their caring role.

Actions, activities, projects or initiatives aimed at reducing the number of primary school children who are obese.

	6. Ensuring fair access to information and choice in services people need
	Empowering people so that they are well informed and able to make choices for themselves with regard to services. Ensuring accessible information and advocacy where appropriate.

	7. Supporting people’s contribution to the community and prosperity
	Volunteering and life-long learning opportunities to enhance people’s contributions to the community and generate income.

Enhancing the economic prosperity of residents, particularly those who are disadvantaged or are vulnerable.  

Actions, activities, projects or initiatives to increase children and young people’s participation in structured positive activities.


Two new priorities were included in the 2011 and 2012 rounds of the scheme. 

	New Priorities for 2011 and 2012

	Olympics
	Making the most of the opportunities that the London 2012 Olympic and Paralympic Games offer - Inspiring a generation and offering the chance to leave a legacy for years to come.

	Queen’s Jubilee 
	Celebrating the Queen’s Diamond Jubilee.


Further information about the Council’s priorities for funding can be found in the Corporate Plan, Voluntary Sector Funding Strategy and Directorate Service Plans and copies of each of these documents can be viewed on the Council’s website www.bexley.gov.uk and BVSC website www.bvsc.co.uk. 

Exclusions

The Small Grants Scheme will not fund: 
1. Individuals
2. Worship or activities that promote the views of a religious organisation or religious education. (However, religious groups may apply for non-religious activities)
3. Activities that promote the views of a political party
4. Commercial or business related activities (excluding social enterprise) 
5. Spending that has already taken place
6. The general operating/running costs of a group or general activities such as newsletters and meetings.  (However, the running costs of the proposed project are acceptable and should be set out clearly in the budget breakdown).

7. Refreshments at meetings or events
8. General activities such as day trips, outings or exercise classes 
9. Language classes or other educational activities including equipment for Children and Young People, as these activities are procured through school budgets.
10. Youth groups seeking funding for annual activity trips or equipment purchases as the Youth Grants Scheme is available for such activities and purchases. Further information on the scheme is available through Bill Gunn on 08444 142769.  General projects for young people that meet the priorities of the scheme are eligible to apply. 

11. Any group that has not adhered to the terms and conditions of the scheme through past allocations.

Who can apply

The scheme is open to any voluntary organisation or community group, for activities, projects or services which benefit residents of the London Borough of Bexley. This includes organisations that need help in setting themselves up in the borough to provide activities and services for local residents. The funded activities of the organisation should be consistent with the Council’s policies, priorities and strategies.

Can an organisation apply more than once

Organisations can submit more than one application to the scheme, however each bid must be to deliver different outcomes and show a clear link to the Council’s priorities.
Organisations must:
· have a constitution or Memorandum and articles of association clearly setting out aims and objectives

· have a written equal opportunities policy

· have a written complaints policy or statement

· demonstrate clear financial procedures and arrangements which allow the management committee to ensure the effective use of resources

· have policies or procedures covering Health and Safety, Quality Assurance, Child Protection and Safeguarding Adults (if relevant)

How to apply

The Small Grants Scheme operates to an annual process.   
Timescales for the 2012 scheme are as follows: 
· Application process opened on the website: 12th December 2011
· Deadline for applications: 6th February 2012 
· Panel review applications and make recommendations for funding: February and March 2012
· Groups notified and funding awarded in April 2012.
Guidance on completing the application form

Please ensure you read the guidance information before completing your application and make sure the information is as clear as possible.  Pay special attention to the detail contained in the following documents:
· Council priorities

· Self-Assessment Checklist (the basis of the initial shortlisting, do you meet or cover each question)

· Evaluation criteria (how might your application score against these criteria)

Part 1
This section asks you to complete information about your organisation.  

Please:

· Provide full details of your organisation including registration numbers and contact details 

· Give details of any partnership / consortium arrangements

· Clarify your organisation’s legal status

· Explain how many people are employed or volunteer. You could provide some detail about who they are and the roles they undertake, whether they are employed full or part-time.  You could also explain the work that volunteers do and how they are managed.

· For 1a you will need to provide information setting out your organisation’s aims and objectives so that we have a clear understanding of the work that you do and what your organisation aims to achieve.

Part 2
· For question 2a you will need to explain what you are seeking to do with a small grant. You will need to demonstrate the evidence of need for your project or activity, i.e. what evidence can you show to demonstrate that there is a strong need in the Borough for what you are proposing.   Explain clearly what outcomes your project or activity will achieve, i.e. what will be the measurable change in peoples lives that can be demonstrated?  How will your activity achieve those outcomes and how will you measure this, who would benefit. Explain clearly how equal opportunities issues would be addressed for both service users and staff.  You will need to be clear about the accessibility of your project/activity.
· For question 2b you will need to demonstrate how your activity or project contributes to the Council’s Strategic Priorities.  The priorities are set out on pages two and three of the document. Try and relate the aims and objectives of your organisation and your bid for grant funding to one or more of the priorities listed and demonstrate how you would meet them. 
· For question 2c you will need to demonstrate clearly how the grant would be used.  Be clear about how much money you are applying for and include a clear budget breakdown, i.e. does the breakdown show value for money, could a cost per head ratio be included to demonstrate this further?
· For question 2d you will need to set out clearly any other funding that is being sought for the project. 

· For questions 2e you need to provide details of any other organisations supporting the project/activity.
Part 3
Ensure that the person signing the declaration is authorised to do so.
Self-Assessment Checklist

Please ensure that you include all the relevant information on the checklist.  Please include the bank details of your organisation.
How your application will be evaluated

Applications will be evaluated in June and July by a Panel representing each Management Group of the Council and the Voluntary Sector. Applications will be considered and scored against the key criteria listed in the application form.  The highest scoring applications will be recommended for funding.  We have a limited pot of funding to award as part of the Corporate Small Grants Scheme but anticipate receiving a large number of bids.  Where the number of bids that demonstrate a link to priorities and demonstrate value for money is greater than the funding available we may offer a smaller amount than you have applied for, or it is possible that strong bids may not be able to be funded.  Where a number of applications do not meet priorities and demonstrate value for money, it is possible that the total amount of funds available will  not be allocated.
When you will receive your grant payment

Applicants will find out whether they have been successful in July 2011 and reasons will be given for the decisions taken.  Successful applicants will receive their grant payment once they have signed and returned the terms and conditions document.  (Example included on page 15).  Applicants have until the end of February 2012 to claim their grant, after this point the offer may be withdrawn.
Further information

Further information is included in this information pack:

· Small Grants Scheme application form

· Self assessment checklist

· Shortlisting and Evaluation Criteria (example evaluation documents that will be used)

· The terms & conditions of grant funding that will be agreed by exchange of letter, signed by both parties on the award of the a small grant under this scheme. 
Further advice can be sought from Bexley Voluntary Service Council.
Contact: Olwyn Sinclair, osinclair@bvsc.co.uk, 0208 304 0911
Small Grants Scheme Application Form 2010/11
Please complete this application with reference to the accompanying guidance material as this sets out the key information that your application will be assessed against.

	Part 1 – Applicant Information / Lead Applicant Details

	Please provide the following details about your organisation:

Full name of applicant organisation:

Address:

Postcode:

Website:

Email:

Company registration number:

Charity registration number:



	Application Contact / Lead Officer:

Name:

Position:

Telephone number:

Mobile number:

E-mail address:

(Please supply an email address for the application lead)

	If applying in partnership with other organisations (or as a consortium), please list them below:



	How would you describe your organisation (please tick all that apply):

 FORMCHECKBOX 
 Unincorporated body
 FORMCHECKBOX 
 Company limited by guarantee
 FORMCHECKBOX 
 Company limited by shares
 FORMCHECKBOX 
 Community interest company
 FORMCHECKBOX 
 Charity (if registered with the Charity Commission please give number) 
 FORMCHECKBOX 
 Charitable Trust
 FORMCHECKBOX 
 Voluntary organisation

 FORMCHECKBOX 
 Community organisation

 FORMCHECKBOX 
 Faith group engaged in voluntary/social activities

 FORMCHECKBOX 
 Social enterprise
 FORMCHECKBOX 
 Other (please describe below):



	How many people are employed by your organisation?

How many volunteers are involved in your organisation?

  

	Please describe briefly the aims and objectives of your organisation in the last year. (Maximum of 200 words)



	Part 2 – Funding Details

	2a What are you seeking to do with the Small Grant Funding and how will it benefit the community?  Explain and evidence in your answer why there is a need for your project or service in Bexley, what will be the outcomes achieved through the project or purchase and how many people will benefit from it and how accessibility can be ensured.  Please read the guidance note on completing section 2 on outcomes and evidence prior to answering this question. (Maximum 500 words)



	2b Please identify the priority(ies) that your application relates to (these are listed by number on page 1 of the guidance) and briefly summarise how your proposed project helps to address/meet that priority(ies):
(Maximum 200 words)



	2c  How much money are you applying for?

Please provide a budget breakdown outlining how the grant would be spent:



	2d Please list any other organisation from which you are seeking funding for this project and the amount involved:



	2e Please list any organisations supporting this proposal, is this a consortium bid? Has any funding has been committed, or state the timescales for decisions on that funding.  State how will other groups contribute to delivering these outcomes:



	Part 3 – Declaration

	This must be signed by the appropriate authorised officer in your organisation (or on behalf of the consortium).  For example the Chair of your Management Committee, Chief Officer or Company Secretary.

I confirm that:

· the information and supporting documents with this application are correct and complete

· the proposed services/function will be carried out as described in this application

· details of all applications that have been made to secure additional funds for this and related services/functions have been disclosed

· supporting documents required at this stage are enclosed with this application 



	Signature:

Date:

Print Name:








Position:




Small Grants Scheme Self-Assessment checklist
(to be completed for each application)

	Before completing the application form please complete the following Self-assessment Checklist.  This will form the basis of the initial shortlisting of your application.

The following information is required before your application can be progressed and should be supplied with your application.

	Please supply copies of the following policies and procedures (these can be electronic or in hard copy)
	

	Policies and Procedures covering:
	Finance

Equal Opportunities

Health and Safety (if relevant)

Complaints (Policy or statement)

Quality Assurance (if relevant)

Child Protection Policy (if relevant)

Safeguarding Adults (if relevant)
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Please supply the following
	

	· Constitution or Memorandum and articles of association 

· Information to show that you have a fully constituted Management Committee or Board of Directors with two sets of recent example minutes from Committee, Board or AGM meetings 

· Signed and approved year end accounts for the last two years and Management accounts, including Income and Expenditure Reports

· 
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	Has your organisation previously received funding from the London Borough of Bexley?
	

	Yes 
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	Bank Details
	

	Please provide the following bank details for your organisation, if successful your grant will be paid by BACS transfer:
Name and Address:





Account Number:

Account Name:





Sort Code:



	References
	

	Please provide details of one Referee who has experience of your organisation or has funded or commissioned your organisation in the past.

Name:







Phone number:

Position:






Email address:

Organisation:

Address:




Small Grants Scheme Shortlisting Criteria – for office use only
This information will be used to shortlist eligible applications to be taken forward to the evaluation panel and is contained here for your information.  You must ensure that your application meets or covers the questions contained here or your application may not be taken any further.                          
You do not need to complete this section – this is included as a guide to ensure you have completed the application form adequately.

	Organisation

	

	Reason for Small Grant application

	

	Eligibility
	Yes or No

	Is the organisation eligible?

A community group or voluntary organisation, locally based and providing a service in London Borough of Bexley (or seeking to)
	

	Is the activity/project that grant funding is sought for eligible? (Please ensure you have read the Exclusions list on page 3)
	

	Does the application form present evidence of need for the project or activity and relate to the achievement of the Councils priorities?
	

	Is the application form complete?
	

	
	

	Relevant Information
	

	Has the organisation provided copies of relevant paperwork 
	

	Policies and Procedures:
	

	· Finance
	

	· Equal Opportunities
	

	· Health and Safety (if relevant)
	

	· Complaints (Policy or statement)
	

	· Quality Assurance (if relevant)
	

	· Child Protection Policy (if relevant)
	

	· Safeguarding Adults (if relevant)
	

	Other required documentation:
	

	· Constitution or Memorandum and articles of association 
	

	· Information to show that you have a fully constituted Management Committee or Board of Directors with two sets of example minutes from Committee, Board or AGM meetings 
	

	· Signed and approved year end accounts for the last two years - Management accounts, including Income and Expenditure Reports
	

	· Proof of bank account in the organisation’s name 
	

	Application passed to the evaluation panel:
	Y / N


 Evaluation Criteria (for use by Evaluation Panel) – for office use only
This information will be used to evaluate eligible applications and is contained here for your information.  You do not need to complete this section.

	Organisation: 

	Project:
	Amount applied for:

	Key Evaluation criteria
	Score

0 – not met

2 -  partly met

4 – fully met
	Comments

	The proposal demonstrate evidence of need for the service in Bexley (this will be judged from the information supplied in answer to part 2a of the application form)
	
	

	The proposal has clear objectives and a focus on outcomes (this will be judged from the information supplied in answer to part 2a of the application form) 
	
	

	The proposal demonstrates a clear link to the delivery of one or more of the Council’s Priorities:

1) Improving the environment

2) Promoting safety
3) Supporting capacity in the local voluntary sector

4) Supporting community consultation and engagement

5) Youth diversion and tackling anti-social behaviour

6) Improving performance of vulnerable children

7) Promoting safety, health and well-being

8) Ensuring fair access to information and choice in the services people need

9) Supporting people’s contribution to the community and prosperity

(this will be judged from the information supplied in answer to part 2b of the application form)
	
	List the priorities met:

	The proposal demonstrates good value for money 

(this will be judged against the budget breakdown provide in answer to part 2c)
	
	

	Further scores
	Score

0 – not met

1 – partly met

2 – fully met
	

	The proposal pilots new ideas, tests demand or new method of delivery to deliver against identified outcomes 
(this will be judged against information provided in answer to 2a)
	
	

	The proposal has attracted match funding from other sources to support delivery of the activity 

(this will be judged against information provided in answer to 2e)
	
	

	The proposal involves working with other agencies delivering services for Bexley residents
(this will be judged against information provided in answer to 2f)
	
	

	The proposal demonstrates a consideration of accessibility of the project/activity
(this will be judged against information provided regarding accessibility to your project  in answer 2a ) 
	
	

	Total score
	
	

	Conclusion
	Comments

	The proposal is / is not recommended for funding.
	

	Amount of funding recommended
	


Small Grants Scheme - Template terms & conditions of grant funding

Prior to funding being awarded the successful groups will need to agree to the following terms and conditions: 

1. Provide the Council with a copy/details of the 

· Constitution

· Management Committee meetings / AGM

· Two years signed and approved year end accounts 

· Equal opportunities policy, financial procedures, complaints policy 

· Health and safety child protection and safeguarding adults policies (if relevant)

· Any quality assurance scheme in operation as requested.  

2. Advise the Council of any changes to the organisation’s finances, activities or constitution.

3. Use grant wholly and exclusively for the purpose for which it was given and keep records showing how grant was used.  Any unspent or misspent monies may be reclaimed by the Council.

4. Provide this information, including a measure of the outcomes achieved with the grant, to the Council at the end of the funding period through the evaluation form provided at the end of the funding year. 

5. Establish and maintain appropriate procedures to ensure confidentiality of personal information and comply with Data Protection legislation.

6. Establish and maintain appropriate procedures to undertake CRB checks on staff or volunteers working with children or vulnerable adults, including appropriate action in the event that someone fails to agree to a disclosure application or has convictions disclosed by the CRB.

7. Acknowledge the Council’s support in any related publicity

8. Observe political neutrality (although this does not prevent comment on central or local government policies of direct relevance to organisation’s activities).

9. Refrain from promoting any particular religion.

10. Seek to raise funds other than from the Council.

11. Recognise that any grant awarded by the Council in one year does not commit the Council to give, nor entitle the organisation to receive, funding from the Council in subsequent years.

12. Agree to adhere to any further stipulations regarding how the grants should be spent as set out in your award letter.


