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Bromsgrove District Council 
Bromsgrove Engagement & Equalities Forum

Small Grants Scheme
2018-19 Round 1

Guidance and Grant Application Form
Part 1 - Guidance
1. What does the Grants Scheme support? 

This grants scheme is intended to assist any voluntary, charitable or community group that operates in Bromsgrove District, who can clearly demonstrate their ability, through a grant award, to deliver benefit to the community. 

To qualify, proposed projects must:

1. Address a community issue(s) 
2. Support and encourage community involvement
3. Seek outcomes which support equality and the Council’s Strategic Purposes
Your funding request must be for a one off expenditure within the Financial Year of 2018-19 and not an on-going commitment for the Council into future years. We also expect projects to respond to current needs; if you have submitted a successful bid in the past please ensure that you show how your new bid differs e.g. new partners involved, different activities or target demographic. 
However, we cannot fund:

· Groups which do not provide services to the community, but use funds to campaign

· Private Businesses

· Activities or projects that promote a political party 

· Proselytizing activities or projects (this does not exclude applications from faith-based groups who want to deliver community based projects)

2. What is the timetable for applying? 
The Small Grants Scheme has two opportunities a year to apply for grants. This is the first round for 2018-19 and grants must be spent by 31 Oct 2018. If your project is going to be delivered after this date please apply in round 2. 

Round 1 - For projects or activities being delivered between 1st May 2018 to 31st Oct 2018
	Round 1 Launched 
	1 March 2018

	Round 1 Closes
	4pm on 5 April 2018

	Informed if successful or not by
	20 April 2017

	Delivery timescale
	Projects must be delivered between 1st May 2018 to 31st Oct 2018


Round 2 - For projects or activities being delivered between 1st Nov 2018 to 30th April 2019
	Round 2 Launched 
	3 September 2018

	Round 2 Closes
	4pm on 28 September 2018

	Informed if successful or not by
	19 October 2018

	Delivery timescale
	Projects must be delivered between 1st Nov 2018 to 30th April 2019
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3. Can more than one grant application be submitted?
Yes, but not for the same individual event/activity. You can, however, submit multiple bids for different events/projects that contribute to an overarching theme e.g. Black History Month. 

4. Is there a limit on the size of the request?
Yes; there is a max limit of £500 per funding request, although please do only apply for the amount needed. This is to ensure that as many different groups as possible have an opportunity to access funding, if they qualify. We also feel that it is important, given the changing economic climate, that organisations access funding from different sources for sustainability reasons. The £500 limit also applies if you are submitting a joint bid with another organisation, unless you are bidding for different projects under a shared theme.

5. What information is needed for the Financial Breakdown?

Please be clear about the financial breakdown for your project and provide as much information as you can to support your application. The information is broken down into the following - 

1. What you are intending to spend our grant 
2. Details of your project that is being provided in-kind, from volunteer support or from your own funds. 
3. If the project is costing more to deliver than the grant amount you are requesting from us, please set out how you are intending to raise the additional funds.  

Example: provision of a weekly gardening/allotment club for people aged 55+ for 12 weeks in Charford. Each session will last two hours with tutorials from experienced gardeners each week about growing fruit/plants/vegetables.

	How much are you applying for? (Max is £500, please only apply for what you need)
	£500

	What is the total expected cost to deliver your project/activity? 
	£660

	Please set out the key elements of your project or activity that show how our grant will be spent e.g. tasks, activities, equipment
	Breakdown of key elements

	Gardening Tools

Refreshments(10 people x12 weeks)

Transport for project users 

Bulbs/seeds


Tables and chairs for working at (x10)


	£195

£50

£145

£85

£185

	Please set out any key elements of your project or activity that you are providing in-kind, from volunteer support or from your own funds
	Breakdown of key elements 

	Gardener to lead tutorials

Contribution from members of club (£5 x 10)


	Provided in-kind

£50



	How are you intending to raise any additional funds to deliver your project e.g. applying for other grants?
	Breakdown of key elements

	Application to AGE UK
	£110


6. What information is needed for who it is going to benefit?

Please be clear about who is going to benefit from the project both geographically, by Protected Characteristic and how it will assist in the delivery of the Councils Strategic Purposes. This section can really influence who gets awarded a grant based on the detail provided. In some cases a project could be open to anyone who comes along. In this case please think about who your intended audience is e.g. families. 

7. Does my organisation need to have a bank account?

Yes, groups or organisations need to have a bank account in the name of that group or organisation and have two or more signatories for cheques, as this is standard good practice to help avoid fraud.  The signatories should not be related to each other, and at least one should be a senior committee member/trustee such as Chair or Treasurer. 
8. How do we apply?

Please submit the Grant Application Form (Part 2) by completing all sections. We will not be able to consider incomplete forms. The person used to dealing with finance e.g. Chairman, Treasurer, Secretary should be the one to complete the application form.
· If emailing please remember to scan the declaration page with signature.
· If you hand deliver your application, please ask the Reception staff to date and time stamp your envelope.
· Successful and unsuccessful applicants will be notified by 20 April 2018
Please ensure we have received your application by: 4.00pm on 5 April 2018
9. What happens after the closing date?
Following the closing date, Council Officers will operate an initial screening process, where we check each application form received within the deadline to ensure eligibility. If an application form is incomplete or any information we asked for is not sent, we will also reject the application. Council Officers will present the screened funding requests to representatives of the Bromsgrove Engagement & Equalities Forum at a special meeting in April. The representatives will then make their recommendations to which funding requests they feel should be supported. 
If your application has been successful we will send you a grant acceptance form; this will detail the conditions of the grant, monitoring requirements, how payment will be made and publicity guidelines. Upon our receipt of a signed grant acceptance form funds will be made available.
Please be aware that you if you are successful and receive funding, you will be required to report back to the Council and the Engagement & Equalities Forum on the project. You will also need to demonstrate how you contributed to the Strategic Purposes and the General Equality Duty and how the monies were spent.
If your application is not successful, we will let you know by the contact details provided in your application.

10. Privacy Notice

Bromsgrove District Council is committed to protecting your privacy when you use council services. The Privacy Notice at the end of this form explains how the Council uses information about you and the ways in which we protect your privacy.
11. What advice and support is available?
If you have any questions or concerns about the form please contact:

Ann Dallison – Grant Officer 

Tel: 01527 64252 ext. 2667 or Direct Dial 01527 534136
Email: equalities@bromsgroveandredditch.gov.uk 
Please ask for our help if you are unsure of any aspect of the application form.

Part 2 – Grant Application Form
Applicant Details 
	Contact Name
	

	Role within Organisation 
	

	Organisations Name 
	

	Organisation Address


	

	Telephone Number
	

	E-mail Address
	

	Website (if you have one)
	

	Please briefly describe your organisation

	

	Please tick the box which best describes your organisation 

	Registered Charity (please give the reg. number)
	

	Voluntary or Community Group
	
	Company limited by guarantee
	

	Other (please explain)
	


Details of Proposed Project or Activity 

	Title of Project or Activity

	

	How much are you applying for? (Max is £500, please only apply for what you need and we will require copies of invoices to show spend)
	

	Please briefly describe the project or activity 

	

	What are the reasons, need or demand, for choosing this project or activity? 

	

	What are the anticipated outcomes from the delivery of this project or activity?

	

	What difference is the proposed project or activity going to make?

	


Financial Breakdown

	How much are you applying for? (Max is £500, please only apply for what you need)
	£

	What is the total expected cost to deliver your project/activity? 
	£

	Please set out the key elements of your project or activity that show how our grant will be spent e.g. tasks, activities, equipment
	Breakdown of key elements

	
	

	Please set out any key elements of your project or activity that you are providing in-kind, from volunteer support or from your own funds
	Breakdown of key elements 

	
	

	How are you intending to raise any additional funds to deliver your project e.g. applying for other grants?
	Breakdown of key elements

	
	


Who is going to benefit? 

	Which geographical area/s is the project or activity reaching? e.g. district wide, Hagley
	


	Please indicate the breakdown of who your project or activity is intending to reach by protected characteristic. Please be as detailed as possible including potential numbers 

	Age:
	

	Disability:
	

	Gender reassignment:
	

	Marriage and Civil Partnership:
	

	Pregnancy and maternity:
	

	Race:
	

	Religion or belief:
	                                                 

	Sex:
	

	Sexual Orientation:
	


	Please state how your project or activity will assist in the delivery of one or more of Bromsgrove District Councils Strategic Purposes.

	Provide good things for me to see, do and visit 
	

	Help me find somewhere to live in my locality
	

	Help me to live my life independently
	

	Help me to be financially independent
	                                                 

	Keep my place safe and looking good
	

	Help me run a successful business 
	


Administration 
	Are your staff and volunteers Disclosure and Barring Service (DBS) checked? 

	Yes
	
	No*
	
	Not applicable*
	

	If you work with children, young people or vulnerable adults, do you obtain ‘enhanced checks’?

	Yes
	
	No*
	
	Not applicable*
	

	If you are an organisation that works with children and young people, do you have safeguarding policy and procedures?

	Yes
	
	No*
	
	Not applicable*
	

	*If you answered No or Not Applicable to any of the questions above please state why

	


	Is your group or organisation formally constituted? 

	Yes
	
	Please provide a copy of your constitution with your application.

	No
	
	If you wish your organisation to be formally constituted you can get support and information to do this from BARN on 01527 60282.


	To receive a grant from Bromsgrove District Council your organisation must have its own bank or building society account in the name of the organisation. Cheques and other withdrawals must be signed by at least two people who are not related to each other and not living at the same address. 

Please confirm that you comply with this condition

	Yes
	
	No
	


Declaration
I confirm that the organisation/group named on this form has authorised me to sign this application on their behalf and that the information contained in this application is correct, to the best of my knowledge. I confirm that any grant received will be used solely for the purposes specified in this application.

	Signature (scanned in or by hand)
	

	Name of person signing
	

	Position in Organisation
	

	Date
	


Please ensure we have received your application by: 4pm on 5 April 2018 preferably by email to the email address below
	Please email your application to:
	Please post your application to:



	equalities@bromsgroveandredditch.gov.uk
It must include a scanned in signature
	Grant Application 2018-19 Round 1
Policy Office, 4th Floor 



Redditch Town Hall

Walter Stranz Square

Redditch

Worcs, B98 8AH


Privacy Notice

Bromsgrove District Council is committed to protecting your privacy when you use council services.

The Privacy Notice below explains how the Council uses information about you and the ways in which we protect your privacy.
What is Personal Data?

Personal data means data which relates to a living individual who can be identified from that data, or from that data and other information which is in the possession of, or is likely to come into the possession of Bromsgrove District Council.
What are your rights?

You have the right to request the following, the council will consider any request in line with the current regulations.

· The right to be informed

· The right of access

· The right to rectification

· The right to erasure

· The right to restrict processing

· The right to data portability

· The right to object
Why do we need your personal data?

The purpose for collecting this personal data is to allocate grants to organisations working in the public interest. The legal basis for this processing is to perform a task in the public interest - we need the data you provide so that we can allocate grants fairly and properly. The data collected may include:
· Name

· Address

· Contact Details

If this data is not provided, grants cannot be awarded. 

This information will be accessible by those staff working on grants, and may be seen by elected members or community panel representatives. Headline data will also be published on the council website. This information will not be shared/sold to any other service/organisation unless we have a duty to do so under law. This data will not be transferred outside of the EEA. 

The data will be kept for 6 years after the decision is made whether to award a grant. 

No decisions around this data are made by automated means. 

General data protection information relating to the council can be found at 

http://www.bromsgrove.gov.uk/council/corporate/your-access-to-information/privacy-notice.aspx
How can you access the information we hold about you?

You have the right to ask for all the information we have about you and your services. To make a request for your information email foi@bromsgrove.gov.uk
How can you request for your information to be erased?

If you want Bromsgrove District Council to stop processing initial application and erase your information, you are entitled to request this under specific circumstances. To make a request email foi@bromsgrove.gov.uk.

How do we keep information secure?

We will take appropriate steps to make sure we hold records about you (on paper and electronically) in a secure way, and we will only make them available to those who have a right to see them. Our security includes:

· Encryption

· Access controls on systems

· Security training for all staff
Data protection Officer (DPO)

The data controller is Bromsgrove District Council and the Data Protection Officer is Deborah Poole who oversees the Information Management team. To contact the DPO or the information management team email information.management@bromsgroveandredditch.gov.uk
Where can I get advice, or lodge an official complaint?

For independent advice about data protection, privacy and data sharing issues, or to lodge a complaint if you think your data has been mishandled, you can contact the Information Commissioners Office (ICO) at:

Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

Tel: 0303 123 1113 (local rate) or 01625 545 745 if you prefer to use a national rate number

Alternatively, visit ico.org.uk or email casework@ico.org.uk.    
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