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ANSWERS TO COMMONLY ASKED QUESTIONS

· Who can apply?

Voluntary, community organisations and social enterprises that provide a service for people who live, work or study in the Royal Borough. 

· Who should not apply?

Individuals.

Projects that are for profit (excluding social enterprises) or private gain.

Organisations that seek to set up grant programmes.
· How much can I apply for?

There is no minimum or maximum limit.  Previous grants have ranged from £3,000 to £723,000.  Corporate Services expects grant applications to exceed the amount of funding available.  It is also expected that the overall grants budget will reduce providing less opportunity to award grants.  Organisations should make sure applications are for projects that are well thought out and have realistic costs.

· Period of grant award

Unless you specify you only want a grant for one year any grant will be awarded for two years.  The ability to do this depends to a degree on the outcome of the national Spending Review, to be announced by Government in autumn 2010, and the Local Government Settlement that will follow this later in the year. 

· What will not be funded?

Projects providing adult social care or family and children’s projects
Capital projects or items
Loan repayments
Grants to cover budget deficits

Activities that promote a political or religious view

Projects that duplicate existing provision
· How many application forms should I complete?

Only complete one application form.  The total cost of individual or multiple projects in your application should exceed £10,001.
· Is there a limit to the number of projects for which I can apply for funding?

In principle there is no limit to the number of projects you can include in the application form.  You may be successful for some and not others. 

· What is the closing date for applications?

Applications must be received by post or by hand by 12 noon, Wednesday 15 September 2010.  Applications that are late, incomplete or illegible will not be considered for funding.

· How will the application be assessed?

A group of officers with experience of working with the voluntary sector will assess your application for governance and project delivery.  You should assume that officers have no previous knowledge of your organisation.  Applications will be assessed against the funding criteria (see appendix one).  Each question is scored.  On request you can be given the score for your application.  

Because of the expected financial position a good score does not automatically mean that a grant will be made or that an existing grant will not be reduced.  

Organisations should ensure that all the organisational, project and financial information contained in the application form is accurate.  It will be used to assess your application, as well as inform risk or equalities impact assessments undertaken.  Inaccuracies in the information you provide could affect the success, or otherwise, of your application. 
· How is the final decision made on my application?
Following assessment, initial recommendations will be made to the Cabinet Member responsible for funding and a senior officer.  Further discussions will then take place at a subgroup of the Cabinet and Corporate Services Scrutiny Committee whose Members can make further comments and suggestions.  

Organisations that are recommended for a grant reduction will be informed in December 2010 to allow time for a response.  Following this, the final decision on the grant application will be taken by the Cabinet Member, details of which will be available in a Key Decision Report.  

You will be notified in writing of the funding decision within three weeks of the decision being finalised.  The final decision rests with the Council.
· What happens if the application is successful?

Even if successful, the grant amount may differ from your application.

A funding agreement will be negotiated, which will include monitoring arrangements and terms and conditions of funding.  The level of detail will depend on the amount of grant that you receive.  Grant funding is usually paid quarterly in advance.
· If successful, what monitoring information will be expected?
Monitoring information will be based on the purpose for which the grant is given.  You will need to show that you are achieving the outputs and outcomes that you gave in your application and you will be expected to provide evidence for the monitoring information you provide.
All organisations will need to undertake equalities and equal access monitoring.
· What happens if the application is unsuccessful?

It is expected that the Corporate Services grant budget will be reduced in 2011 - 12.  As a consequence even applications which score well may be refused or the grant reduced.
Some applications or part of applications will be refused.  There is no right of appeal.  You will receive feedback, but most of the projects we will be unable to fund will be turned down because:

· The good governance of the organisation is doubted or not shown;
· The project delivery criteria are not met, or are not shown to be met;

· The project is duplicating other local provision;
· The quality of project provision is doubted;
· The ability of the organisation to provide a project is doubted;
· There is insufficient funding available to support the proposed project.
If you have previously received funding from the Borough, we will arrange to meet you, on request, to discuss the implications of the loss or reduction in grant funding and to devise strategies for managing any issues that arise as a consequence.


COMPLETING THE APPLICATION FORM – Things to think about

Before completing an application make sure you have looked at the funding criteria that are given in separate guidance.

You must ensure that all sections of the application form are completed and that the additional information requested is provided by the required date.

You must show that the application meets one or more of the funding criteria; you do not need to meet them all. 

You should aim to respond as clearly as possible.  It is a good idea to make a photocopy of the form for your first draft.  Most sections indicate the maximum number of words you can use to answer the question, please ensure that you follow this guidance; you can use less.
A very long application will not lead to greater success, only answer the questions asked.  If clarification is needed during the assessment process you will be contacted.

If possible, ask someone to read through your completed application form.  If the form is not clear to them, it is unlikely to be clear to officers assessing the form, especially if they have no previous knowledge of the organisation.

COMPLETING THE APPLICATION FORM – Information on how to answer the questions
FIRST STAGE – ABOUT THE ORGANISATION AND GOVERNANCE

Answers in this part of the application form allow Corporate Services to assess whether the first stage of the criteria are met.

Questions A - B - Complete all the questions that apply to the organisation.  If a question does not apply, put N/A (not applicable).
B5 – Describe here what you do to ensure that people who work with the organisation are suitable and honest.  Name any organisations or bodies which you use to assist you in this.
Question C - Give the total budget and grant figures.  For anticipated income/expenditure (C6/C7) do not give the amount you are hoping for but what you can reasonably expect.
C8 – Here you should give the total grant figure you are requesting from Corporate Services in 2011 - 12.  If you are applying for more than one project then add together the amount for all the projects. Do not give a budget breakdown at this stage.
C9 – As for the previous question give the requested grant figure for 2012 – 13.
(you should also refer to guidance note for Q11)
C10 – This figure should be the sum of the amounts given in C8 and C9

The financial year is from 1st April until 31st March.
Question D - If the organisation currently receives grant funding or has received an annual grant within the last two years DO NOT COMPLETE THIS SECTION.

You need to give an independent referee.  Give someone who has a “professional” relationship with the organisation, a funder or someone who has made a referral to the organisation.

DO NOT give someone who works for the organisation, is on the management committee or provides a project on behalf of the organisation.  DO NOT give the name of someone who is a relative of someone working for the organisation or of someone on the Management Committee.

It would be better to discuss the application with the referee before the Borough contacts them.

Question E - Explain why the organisation does what it does and what it wants to achieve for local people.  You may already have this information described in the organisation’s aims and objectives or “mission statement”.
Question F – Give a brief description of what work and activities the organisation is currently doing and what it plans to do in 2011 - 12.  This may include other activities for which you are not seeking a Corporate Services grant.  This will help assessors build up a better understanding of the organisation.
Question G – Project Beneficiaries - Detail the user group/s all the organisation’s projects are aimed at, e.g., the whole community, all ages, people over 60, people who are socially excluded or culturally specific.

Question H – Governance.  The Borough needs to know that an organisation is well managed, uses resources effectively and meets all the statutory legal requirements.  Describe the way the organisation is managed, both by the Management Committee and by staff (if there are any).  For example how do you ensure that staff and Trustees understand who is responsible for what?  Are policies reviewed regularly?  How often does the Management Committee meet? How do you keep up to date and implement statutory legislation which affects the organisation?
Question I – Financial Management.  It is important that an organisation is well managed financially, particularly when the financial climate is difficult.  For example how often are finances discussed at Management Committee meetings?  How do Trustees plan for the financial future?  Are there clear lines of responsibility between the Treasurer and the staff? Are you introducing efficiency savings? Is there a fundraising Strategy?
Question J - Describe how you know what skills people need to manage the organisation and make it effective.  How do you find out what skills individuals such as staff, volunteers and Trustees actually have and what you might do if there are skill gaps?  Are staff supervised?  Is there training?  Is there an induction pack?
Question K – Equal Opportunities and Access.  Think about all the ways in which the organisation makes sure everyone has access to the projects it provides and that everyone is treated equally.  Key areas might include:

· How will you ensure that your project is open to everyone in the community or your target user group?  

· What do you do to ensure that staff, users and volunteers are treated equally and not discriminated against?  

· Can everyone enter your offices with ease or are there obstacles?

· Do the opening hours prevent particular groups from receiving a service?

If possible give one example of enabling equal opportunity and one for equal access.
Question L - Consulting with users in decision-making and/or improving project provision is important.  You should describe how you do this and if possible give an example of change that has occurred as a consequence of listening to users.

Question M – Quality is important in project delivery, maintaining it in long established services is equally important.  Describe here what you do to maintain and improve the quality of the projects you provide.  Does the organisation learn from other organisations about ways to ensure quality?  Consider both how the organisation is managed and how projects are provided in your answer.
If you use, or are working towards a quality assurance system say which one/s.  If you have been awarded a Quality Mark for either project delivery or organisational and management standards say which one/s, e.g., PQASSO, Investors in People.
Question N – Publicity - Describe how and where you publicise the projects so that potential users learn about them and can contact you.  Describe in what other ways you will reach out to potential users, particularly hard to reach groups, to make sure that as many people as possible know of, and use, your projects.

Question O - Value for money.  Use this section to indicate why the projects you provide offer value for money.  For example, it may be that you are able to keep your request to the Council at a certain level because you receive funding from other sources, or projects benefit from the commitment of volunteers.  Describe the added benefits to the wider community that the projects provide.  

Explain here if it costs more to provide a project because you have to meet strict legislative requirements; because you need to employ someone with professional qualifications; because staff ratios need to be high because of caring for vulnerable users.

SECOND STAGE – PROJECT DELIVERY

Answers in this part of the application form allow Corporate Services to assess whether the second stage criteria are met.

Questions P1 – P12.  Complete this section for EVERY project and/or core costs for which you are requesting a grant.

PLEASE NOTE If you are applying for more than one project and applying on a paper version, then photocopy or print additional pages.

Question P1 – Project Name, e.g. advice service or core costs.
Question P2 – Project Outcomes – List up to 5 ways in which users will benefit from the activities that the organisation plans to undertake, e.g., learning a new skill, gaining independence, understanding organisational financial planning, level of welfare benefits awarded, communities working together. The outcomes should link in with the outputs you are asked to provide in question P3.
Question P3 – Project Outputs – List up to 5 outputs that you aim to achieve in order to meet the project outcomes given in question P2.  Give here the figures that will show the level of activity that you plan to undertake, e.g., the number of volunteers recruited, the number of support groups that will be held, number of training seminars given, how many hours a project will be available.  Outputs should be specific, measurable and realistic.  

If you have received funding for a project before you may wish to change the level of outputs (up or down).  Explain why, giving reasons.
Question P4 – Project Activities - Tell us here whether the project is ongoing or a new one.  If you are requesting core costs describe what work you will be able to undertake as a consequence of receiving a core grant.
Describe what you will do to undertake the project, e.g.,  when it will be available, how often, the number of staff and volunteers involved, how users can access the project, office based or outreach service.
Mention if you are working in partnership with another organisation or as part of a consortium to provide or complement the service.  
Question P5 – Project Need – Describe here what you see as the needs for the project and how you identified them.  For longstanding projects how do you know that the need is still there?  Explain why you feel that other services may not be meeting the needs of potential users.  Say if the project meets any of the aims of the Community Strategy. 
Question P6 – Project Users – Describe the people for whom you are providing the project e.g., older people; all the surrounding community; people on low incomes.
State the number of users you expect to use the project over the course of a week, month or year (state which in your answer).  If you are only applying for core costs then give the number of users for all your projects.
If you provide services outside Kensington and Chelsea give the percentage of project users who live, study or work in RBKC.  Corporate Services will give priority to organisations based in Kensington and Chelsea and providing locally focussed services.
Question P7 – say where in the Borough the project will work e.g., North Kensington, particular housing estates, or if the project is to be provided across all the Borough.
Question P8 – Project Impact – Describe the benefits that the project provides for its users and the wider community e.g. improved social cohesion, better community facilities, improved financial capital in the community.  You may wish to say what would occur if the project was no longer provided.
Question P9 – Monitoring is the routine, systematic collection of information relating to your project to see how well you are doing and if the outputs and outcomes are being met.  Describe here how you monitor what you do, e.g., daily records of attendance or telephone calls.  Do you report to the Management Committee on whether you are reaching project targets?  Should a grant be awarded this information will be looked at when monitoring visits take place.
Question P10 – Evaluation is using the information you have collected during monitoring to see what works well or what may need to change to improve a project.  You should state the methods that will be used for evaluation purposes, e.g., user questionnaires.  Do you report the results of evaluation to Trustees?  Describe any project changes you may have introduced as a consequence of evaluation.
Question P11 – Total Project Costs  - Answer the question in the boxes provided. Only give the total cost figures in this section.  Make sure that you provide a figure for both 2011 – 12 and 2012 – 13 (see also Q11).
Question P12 – Project funding criteria - Ensure that you read the funding criteria prior to completing an application form.  List the criteria that are met by the project and explain how you think the project will meet them.  
Service Delivery Score - Each project applied for will be scored separately in this area.


SECTION Q - Together with questions B5 – P the information you provide in this section will form part of the overall assessment.
Supply all the information requested, failure to do so will affect the score that the organisation receives and consequently the recommendation for funding.
All organisations applying for funding must supply the information requested in this section.  Not doing so may prevent the application being considered.
· Q1 – Q11 - All organisations applying for funding must supply the information requested in this section.  Not doing so may prevent the application being considered, particularly the financial section. 

· Q1 & Q2 - A draft Annual Report and Audited Accounts (or equivalent) are acceptable.  The final, signed version will need to be available before a grant can be released.

· Q7 – If you do not have a green or environmental policy then explain how you will address this issue if funding is agreed.  In 2011 - 12 not having a policy will not count against your application. 
· Q8 - You are asked to confirm that the organisation has all the relevant policies and procedures in place, e.g. staff contracts, Health and Safety, Sickness policy, etc..  If the grant application is successful you will be asked to present copies.  Failure to do so could affect your grant.
· Q9 - The Borough requires all organisations it funds to have signed up to the Kensington and Chelsea Compact and Codes of Practice.  If you are unsure whether you have or have not, contact the Community Engagement Team in Corporate Services – communityengagement@rbkc.gov.uk
· Q10 - This budget should include all the organisation’s projected income and expenditure costs for 2011 – 12.  Include statutory and charitable sources.  Also include core costs.  Clearly identify this as Question Q10 in your application pack.
· Q11 - Complete a budget for every project or core costs where you are requesting a grant from RBKC.  The Borough may fund one project, but not another, so needs to be in a position to distinguish between projects when making a decision.  Clearly identify each budget with the project name given in question P1. 
Detail all the income and expenditure items that you expect for each one.  Make the budgets realistic and include all relevant costs.  If funding has been confirmed or applied for from another source please state this clearly.  
Project costs can include a percentage of core costs, sometimes called “on costs” e.g. administration, office rent, telephone .  A maximum of 15% is allowed for core costs.
Corporate Services will consider core costs over and above project costs should you wish to apply for them separately.  However you are encouraged where possible to look at core costs as part of project costs.  We will not consider core costs if the organisation does not meet the Corporate Services Criteria.

Ensure that you provide budget figures for 2011 – 12 and 2012 – 13.    The Council understands that the 2012 – 13 figures can only be indicative.  You should not assume an inflationary increase.  Please note however that a reduction in the second year may be likely.  If your application is successful you will be asked for a definitive second year budget in October/November 2011.
If your organisation works in a number of other boroughs then only give the costs that are needed to support people who live, work or study in RBKC.
· Q12 – Q15 - Every organisation not currently in receipt of funding from RBKC should send all the information requested in this section. 

OR 
If you currently receive funding from the Borough only send this information if there have been significant updates which you have not sent to the contact officer named in the Funding Agreement.
NOTE: If a procedure is in draft form then include it, but you must indicate when Trustees are expected to agree it.

BACS form - Organisations not currently receiving funding from the Borough must complete and return this form.  Organisations currently funded by the Borough need not complete this form unless bank details have changed.
SECTION R - DECLARATION  You must sign and complete this section.  Not doing so may prevent a grant being awarded.


SECTION S – RETURNING THE APPLICATION FORM provides information on where to return your application.  Make sure you address the envelope correctly, otherwise the application may be received after the deadline and Corporate Services cannot take responsibility for this, should it occur.
APPENDIX ONE

INFORMATION ON THE ASSESSMENT PROCESS

This information is important in assisting you in the completion of the application form.  It provides information on the key areas that the Borough will look at when assessing your application form. 

There is a staged assessment process.  The first stage will look at organisational competence to ensure good governance and management.  The application will not go to the second stage if it does not meet our minimum requirements, which are listed below.  
You should note that questions are scored during the assessment process.  Failure to be clear in your answers will mean that you score less and this may affect the final outcome.  Scoring will include specific points mentioned in the Application Form and Guidance Notes.
The level of evidence required for all questions will vary according to the level of grant requested.

You will notice that we require some of these documents to be enclosed with the application form, and we will consider failing those applications which do not provide the evidence requested.  
Organisations should ensure that all the organisational, project and financial information contained in the application form is accurate.  It will be used to assess your application, as well as any risk or equalities impact assessment undertaken.  Inaccuracies in the information you provide could affect the success, or otherwise, of your application. 

STAGE ONE – ABOUT THE ORGANISATION AND GOVERNANCE
1)
Management and Resources
The Borough will support organisations that are well managed.  In addition to the documentation required to pass stage 1, we will be looking for evidence of how you ensure continued effective management and high quality project delivery.

All organisations will need to show that they have in place effective policies and procedures for project delivery and organisational management.  If not currently funded by the Borough, policies will be reviewed if a grant award is made.

i) Feedback, monitoring and evaluation systems that support the continuous improvement of the organisation; 

ii) Policies in place to ensure the active participation of users in decision-making and/or project delivery;

iii) An inclusive approach to valuing and respecting the individual needs of users, staff, volunteers and Trustees;
iv) Good management and administration with a management structure capable of fulfilling legal and financial responsibilities.  There is a professional approach to income, staffing, policies, legal requirements and record keeping;

v) Appropriately experienced trained and qualified staff and volunteers that have been checked for suitability;

vi) Appropriate support and training for volunteers;
vii) All staff and volunteers working with vulnerable people should be checked e.g. Independent Safeguarding Authority (ISA) or Protection of Vulnerable Adults.  It is recognised that not all criminal convictions need exclude staff or volunteers being recruited e.g. some volunteer schemes are aimed at recruiting and assisting people who have been in prison.  However the organisation will have relevant policies in place to address this issue.
viii) Premises should be owned or there should be evidence of a secure tenancy.  Premises should be appropriate for usage.

2)
Project Quality
The Royal Borough has determined that all organisations in receipt of funding should have in place, or be working towards a recognised quality assurance system.  For example, the Practical Quality Assurance System for Small Organisations (PQASSO) provides core quality assurance measures.

Organisations not previously funded by the Royal Borough will be required to demonstrate that they have a quality assurance system in place, are working towards one, or will do so if funded.

3)
Equal Opportunities and Equal Access
Organisations must show how they ensure that projects are available to everyone who is eligible and that no one is discriminated against.  If this is not the case information must be provided on what steps are being taken to enable open and equal access by all members of the local community.  

Whilst Corporate Services will consider funding “single issue” or single community groups, evidence will be required that the organisation is working in partnership with other organisations.  And that consideration is given to providing support to the wider community.
Organisations will need to demonstrate that:

· they are meeting a local or borough-wide need and that they are not duplicating existing projects, 

or

· they are meeting a local or borough-wide need and can demonstrate clearly why a similar project is required.
4)
Section Q
The following information will be assessed as part of the first stage:

i) Contents of the Annual Report, Audited Accounts and Business Plan;
ii) Constitution, memorandum and articles or the equivalent;

iii) A Management Committee that meets regularly, shown by a list of members and minutes of both the last regular meeting and the last Annual General Meeting;

iv) The organisation is managed successfully within available resources, shown in part by a copy of latest audited accounts and your projected budget for 2011 - 12;

v) A full list of policies and procedures, which must include Finance & Equal Opportunities;

vi) Equal Opportunities procedures should show mechanisms for promoting equal opportunities and equal access for staff, volunteers, project users and carers. 

STAGE 2 – PROJECT DELIVERY 

Stage two and three are assessed together
5)
Project Delivery
Organisations will be required to demonstrate that they have experience of delivering projects for local people, and/or knowledge of the user group.  The project description should be clear and meet the funding criteria.  Failure to explain will lead to a lower score which will affect the final decision on your application.
Organisations funded in 2010 - 11 will need to show that they are:

· Complying with the terms of the existing Funding Agreement;

· Providing monitoring information at agreed dates;

· Making progress towards meeting the agreed targets;

· Employing competent and qualified staff;

· Showing consistent professional management of the organisation.

Organisations not funded will need to provide evidence of: 

· Knowledge of the user group;

· Experience of project delivery with the user group either in Kensington and Chelsea or elsewhere;

· Trustees, staff and volunteers have the skills and expertise to provide the project for which an application is being made.

STAGE 3 – CRITERIA

Do the project/s applied for meet the Corporate Services criteria for 2011 - 2012.

APPENDIX TWO

There are a number of ways to get help in completing an application.

1) Funding Workshop

Corporate Services will host a funding workshop to give advice and clarification on funding criteria and your funding application.

2 September 2010 @ 11.30pm until 1pm 

Lower Foyer within the Great Hall

The Town Hall

Hornton Street

London W8 7NX

2) Telephone Advice

You may ring the following people to clarify the application form and funding criteria and give basic advice on your application.
Deborah Wallworth 020 7598 4632
Susan Hollendoner 020 7854 5853
or

You can send an email to:

Voluntary.organisations@rbkc.gov.uk
3)
Kensington and Chelsea Social Council


The Social Council can provide advice on completing an application form


020 7243 9800 for further information or www.kcsc.org.uk
	Corporate Services Grants Programme 2011/12 Workshop

2 September 2010
11.30 am to 1pm

Lower Foyer within the Great Hall
The Town Hall

Hornton Street

London W8 7NX
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The following people wish to attend the seminar (maximum two people per organisation)

	Organisation:
	

	Address:
	

	
	

	Telephone:
	

	Email:
	


	1st Delegate Name
	

	Position:
	

	2nd Delegate Name
	

	Position:
	


REPLYS MUST BE RECEIVED BY THURSDAY 26 AUGUST 2010
Send replies to:

Email:

voluntary.organisations@rbkc.gov.uk
or

Post:

Corporate Services Grants Programme 2010 - 13


c/o Community Engagement Team


EPICS Centre


2 – 4 Malton Road


London W10 5UP
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