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The Redbridge Small Grants Fund Guidelines 

Introduction

East London Community Foundation distributes Redbridge Small Grants on behalf of the London Borough of Redbridge. The aim of the Fund is to support small and emerging community and voluntary sector groups with an income below £60,000 total annual income based in and for the benefit of residents of Redbridge.

Purpose

The purpose of this grant scheme is to contribute to creating a thriving Third Sector in Redbridge, to increase Civic Participation in the local area and to encourage participation in regular Volunteering. 

The grants are to enable small and emerging voluntary and community groups operating within the borough’s boundaries to carry out work for the benefit of Redbridge residents.

Types of Grant available

Two types of grants are available to community groups and voluntary organisations based in and working in Redbridge:

· Development grant - to enable a new group to develop its activities, 
or to build capacity to make an existing group more sustainable: 
this could include investment in volunteer training, fundraising and the development of fundraising skills, equipment, etc.

· New project - to enable a small scale innovative project to be started: 
this could include revenue and capital costs, administration and other costs to initiate a new project

The application must fit one or both of these categories, otherwise it will be ineligible for Redbridge Small Grants funding.

Redbridge Small Grants will not fund

· Applications which do not meet the criteria (e.g. on types of grants available)

· General appeals

· Organisations raising funds for central or nationwide causes without a clear local focus and benefit

· Individuals 

· Animal welfare causes

· Primarily religious objectives, promotion of particular faiths

· Political parties or groups seeking to alter decisions made by political parties

· Major capital items

· Retrospectively, or to reimburse expenditure already made or committed, or to clear debts or loans.

Who can apply? 

The Programme is funded by the London Borough of Redbridge. It is aimed at new and/or small groups with an average annual income of up to £60,000 based and actively working in Redbridge. 

Priority will be given to groups who are not regularly funded by the London Borough of Redbridge (core or project funding).

East London Community Foundation will also take into account any previous grants made to an applicant under this programme.  No organisation may receive more than two Redbridge Small Grants within any three-year period. 

Size of grant

Funding is available for grants from £250 (minimum) to £5,000 (maximum). 
The average grant is likely to be around £2,000, and grants above £2,500 will be unusual due to the overall level of funds available, which is £36,843.68p in 2011/12. 

Timescales and Deadlines

There will be four closing dates for applications in 2011/12:

· Wednesday 20 July 2011 at 5pm 

· Wednesday 14 September 2011 at 5pm 

· Wednesday 16 November 2011 at 5pm 

· Wednesday 11 January 2012 at 5pm

Decisions will be made and notified within 6 weeks of each closing date.

Grants must usually be spent within 12 months from the date a grant is awarded.

Assessment and payment of grants

East London Community Foundation will assess all complete applications, including all required documentation received by a closing date. If an application is incomplete it will not be considered by the Foundation until it is complete and all required documents and information have been received.  The onus is on the applicant to ensure that information/documents are received at the correct address prior to the relevant closing date. Applications with insufficient postage will not usually be accepted.

In general closing dates will be no more than four weeks prior to an assessment Panel meeting (made up of Redbridge residents). The Panel will meet to agree its recommendations to the Foundation trustees, whose Grants Committee will make the final decision.

All applicants will normally be informed of the Foundation’s decision within six weeks of a closing date for applications. 

Before any final decision is made on a grant application, a representative of the Foundation may visit the applicant.

In general, grant monies shall be paid within two weeks of the Foundation’s final decision, subject to any further required checks and/or conditions being satisfied.

A small amount of no more than 10% of the grant awarded may be retained until after the completion of funded projects and submission of monitoring information.

Applicants will have the opportunity to discuss the reasons for an unsuccessful application with ELCF grant-making staff.

Completing the application form

Section 1: About your organisation

This section is about your organisation in general.

Q1.1-1.2

Provide the name of your organisation as it appears on your governing documents.  If you are known by another name, please tell us about this as well. 

The two contact individuals should be people who have a good knowledge of the application and who we can contact if we have any queries - the second contact only if the main contact is not available. The telephone number and email addresses should be ones we can use during office hours and early evenings. They are our preferred methods of contact. 

The correspondence addresses should be ones where post is collected regularly. Please note that grant correspondence will be sent to the address specified for the first contact, not the organisation address given in 1.2 (unless both are the same).

The address of the organisation may be your registered office, main contact address or main meeting place / operational base.
Q1.3

Give us the date that your organisation was set up/formally established. 

If the organisation was active before this date (or not until some time after) you may wish to add a comment.

Q1.4

You do not need to be a registered charity or company limited by guarantee to apply, but we do need to know more about the formal “status” of your organisation.  

If you are not registered with either Companies House or the Charity Commission, you will be an unincorporated association or club.

If you are a sub-group or committee of a larger organisation, or a local branch of a national charity, we will only fund you if you can demonstrate that you operate independently. This usually means you have separate constitution, an independent management committee, a separate bank account, and that you are responsible for generating all your own income.  We may ask you to provide us with more details to validate this. 

Q1.5

We need to know more about how your organisation is managed, i.e. the structure.  Please tell us if you have any paid staff, full-time or part-time, or on a sessional basis.  How many people are on your Management Committee, making decisions about the organisation and its activities? We recommend a minimum of 4. The majority of those running the organisation and of the members should be Redbridge residents.

Q1.6

Please tell us about your organisation’s aims and objectives (usually found in your governing document / constitution). 

Q1.7

Give a short summary of what your organisation does at the moment, particularly your current activities in Redbridge. 
For example: “We meet every Tuesday night from 6pm – 9pm. We provide a number of free activities to local young people to meet and support their ideas and interests, such as table tennis, football, board games, computer use and discussion of issues. In the summer, we usually organise a coach trip to the seaside.”

If your organisations works across boroughs, please also tell us about work you do elsewhere, but concentrate on your activities in Redbridge and for Redbridge people.

Q1.8
Redbridge Small Grants will only fund small and emerging organisations.  In this context, by small, we mean organisations with a turnover of less than £60,000 a year at the time of applying, and on average over the past three years, or over the ‘life’ of the organisation if it has not been operating for that length of time. Simply add up the total income received in your last three, complete years and divide by 3 to get the average income. We will expect you to be able to provide evidence of this, such as your annual accounts. 

Q1.9

We want to know how many organisations we are supporting have never received grant funding before. If you have received funding over the last three years we would like to know from whom.
Q1.10

We need to know if you are seeking further funding for this project, if so from whom?  This is particularly helpful where the total cost of the project is more than that for which you are applying. 

It is also useful to indicate whether other applications have already been successful, or when you expect to find out if other funding will be awarded.

Section 2 - About your grant application

This section is where you tell us what you would like to do with your grant. 
If you are applying for a grant under £500, we expect less information than if you are applying for a larger one. 
Q2.1

Please give your project a name or short description, i.e. “Under 14’s Hockey Team Equipment” or “Hire of minibus for group outings” or “Coaching qualification for volunteers”. 
Q2.2

Please give the name and address – including postcode – of the main venue where the funded activity will be based.

Q2.3
In which local area do most of the people live who will benefit from the project? This can be typically described in terms of a street, estate, electoral ward or by listing the main postcodes. The majority of beneficiaries must be Redbridge residents.
Q2.4
Tell us what type of grant you are applying for. If your project is neither developmental nor new and innovative, your application will not be successful.

Q2.5

Tell us about what you need the money for: i.e. describe the activities and services you want the grant to fund - what, where, when, how (how often, how long for), and for whom.  

This question relates closely to the items included in your budget (Q4.6), and it is here that you should explain the relevance of those items.

For example, if you are applying for capital equipment (in other words, equipment which will last several years and costs over £300), specify here what you want to buy and what benefit it will have i.e. what you will use it for.  

You may increase the size of the box but do not write more than 1500 words.

Q2.6
Your application must show how you also meet at least one of the outcomes listed in the “Ambitions” of the Redbridge Community Strategy.  These are as set out in the application form, and in the first instance, on the form, tick all those which apply.  

Q2.7
What are the benefits or outcomes of your project? An outcome describes the benefits or changes that will happen as a result of your work i.e. the difference you will see at the end of your project compared to the beginning.  

In most cases, the difference you want to make addresses an issue or problem that your intended participants face. Please also tell us about this ‘need’ for your project here.

Be careful not to mix up outcomes with ‘outputs’, which are the actual products / services / activities that you will be providing and the numbers of people who take part – you should describe those in Question 2.5, not in 2.7.

Q2.8
How will you measure the benefits or outcomes of the grant? What evidence will you be able to collect to show that something has changed as a result of your project?

You need to tell us how you will monitor and report on this project through the life of the grant. You should also use this section to tell us how you will know whether you are being successful or not in meeting your objectives.

You might have informal discussions with users, do questionnaires, or gather people together in one place for a more formal meeting. Bear in mind that you may need to collect certain information (such as user self-assessment questionnaires) both at the beginning and end of your project, in order to find out if you have made a difference.

Q2.9

This question refers to the accreditation and/or experience you have of running this or similar projects or services within the organisation. 

For instance, should you want to offer employment and training information, advice and guidance, we would expect you to be properly accredited (e.g. Matrix, OISC) or be experienced enough to be in the process of applying for this accreditation. 

Tell us about similar work your organisation has managed successfully in the past.

We need to know you are able to deliver the project or service in a professional way. If your are offering a counselling service we need to know that you have trained people who are able to deliver, likewise if you are involved in a sporting team there should be qualified and experienced coaches volunteering their time. 

You may like to refer to the background and experience of your management committee members and other volunteers, where these are relevant. Be specific and brief, e.g. “Tony Kalende is a qualified youth worker with five years’ experience of mentoring teenagers.”

Q2.10

Where your organisation does not have volunteers with the specialist expertise you need to run your activity well, you can bring in qualified paid staff. As above, please tell us who they are, what they will do as part of the project and what relevant expertise (qualifications) and experience they have of this kind of work.

Paid staff must be either paid PAYE or give you proper invoices quoting their full name and address and importantly, their 10-digit Unique Tax Reference to confirm that they are self-employed and pay their own taxes. 

If you are paying facilitators, you will probably need employers’ liability insurance.

Q2.11

Please tell us how you can be sure that there will be a demand for what you want to do with the grant, and how you plan to publicise your activity.

Q2.12-2.13

Please tell us about the volunteering opportunities which your project will provide. 

Some if not all your existing volunteers will probably be involved in managing your funded project; please tell us how many of them will be involved. Please also estimate how many new volunteers will take part, either short-term (for example, for an event) or regularly over a period of time.

Your project may create opportunities for volunteers to run activities, or to learn new skills. Please tell us about all the different ways volunteers may be involved in your proposed activities.

Q2.14
Please tell us what will happen to the project after the funding has been spent. A ‘one-off’ project is a short activity that will be complete and finished after the grant.

Section 3 – About who will benefit

The following questions are about your expected Beneficiaries. Please draw on your previous experiences when answering.

Q3.1 

How many people will benefit from this grant? We realise that you cannot give exact figures, but please estimate as accurately as possible. This information is important and may be used to evaluate the project at the end of the grant period. 

Q3.2
From the list, please select one group that best reflects the majority of your beneficiaries and enter it in the box / dropdown provided. 

Then, using the check boxes, tick – on the left side – any other relevant groups that will be affected by your grant.  

Q3.3

From the list, please select one ethnic group that best reflects the majority of the users of this facility or service and enter it in the box / dropdown provided. 

Then, using the check boxes, tick any other ethnic groups that you think will be affected/involved.  Please be realistic in your estimation – just because your project is open to all does not mean you are likely to reach people from every category! 

Q3.4

We are interested in the Issues that will be addressed by this grant.  Enter in the text box or drop down list the primary issue that will be addressed by this grant. 

Then, using the remaining check boxes indicate any other issues that will be addressed. Please tick on the left hand side.

Q3.5 

From the list, please select one group that best reflects the majority age group that will benefit from your grant and enter it in the box / dropdown provided. 

Then, using the remaining check boxes indicate any other age groups that will benefit. 

Section 4 - Project budget

Q4.1

What is the total project cost? If you are asking us to fund some of your running costs, for instance, what is the total you need for running costs over the duration of the project?  If you are asking us to contribute towards an event, project or activity, what are the total costs? This should be the same total as the second column in Q4.6.

Q4.2

How much have you raised already towards the total cost of your project? This is particularly important where the total cost is more than the grant you would like.
Q4.3
How much funding would you like to receive from Redbridge Small Grants? This must be between £250 and £5,000, and should be the same as the total in Q4.6 column 3.

Q4.4

We need to know when you would like to start spending your grant money, and when you expect the grant to be used up. Please remember that it will take up to six weeks from the closing date before you can be offered a grant, and that your project should last no more than one year. 

Q4.5
Please indicate whether your project dates are flexible, e.g. if you could delay the start of the project if a grant is not confirmed in time. You can add a comment to explain how you would adjust your dates if necessary.

Q4.6
Budget breakdown summary: here you itemise the costs that will be incurred in running your project and explain how you arrived at the figures.  

The headings are examples of types of costs and the amount – you do not have to put a cost in each heading if it does not apply. 

The categories on the left are intended as examples; please do not change these, but specify your own categories in the details column on the right.

There are two cost columns, one for the total project cost and one for the amount you would like the grant to pay for.  In the “Details/Breakdown of amounts” column you must set out the detailed breakdown of those costs.  These details should usually refer to the elements of the project that are covered by your grant from Redbridge Small Grants.

In the example below, the organisation has requested a £3,580 grant for project costing a total of £6,650. The rest has been raised from another funder.

	Type of Cost
with examples
	Total Project Cost
	Requested Grant 
2010-11
	Please give details / breakdown of amounts  (e.g. hourly rate x no. of hours per week x no. of weeks, where)

	Staff costs 

e.g.      sessional fees/salaries
	750
	450
	3 Play workers @ £7.50 x 2 hours per session x 10 weeks

	Volunteer Costs

e.g.      travel, lunch expenses, training
	300
	75
	Petrol: 40p x 10 miles x 10 days 

Lunch: £2.50 x 10 days

	Operational/Activity costs

e.g.      venue hire, materials, refreshments, insurance
	950
	680
	Venue hire: £20 x 2.5 hours x 10 weeks = £500

Visit fees £10 x 18 = £180

	Office, overhead costs

e.g.      rent, heating / lighting,
telephone/fax, postage 
	350
	125
	Copying £105

Postage £20

Telephone £45

	Capital costs (£300 or more)

e.g.     computer equipment, building works, etc
	4,000
	1,950
	Outdoor play equipment 
(quotes enclosed)

	Publicity cost

e.g.     designing and printing publicity material
	300
	300
	Printing 5000 A5 size leaflets and 30 posters

	Other costs (list)


	0
	0
	

	TOTAL
	6,650
	3,580
	


Staff Costs

Stating job titles, each salary/pay must be broken down into the relevant hourly/daily/yearly rate and number of hours employed per week for all paid workers who will work on the project.  

Volunteer Expenses

Only out-of-pocket expenses can be paid to volunteers, who should submit receipts and/or other proof of payment for your records. Such expenses can include bus/rail tickets, mileage costs, lunch (in accordance with your own policies) or childcare costs. Volunteers CANNOT be paid a set daily rate – this is illegal. 

Operational/Activity Costs.

List any costs will you have to pay for the activities you provide. For example, venue hire, refreshments, materials, entrance fees, insurance etc. Also list smaller items of equipment (costing less than £300) in this section.

Office, overhead, premise costs

What funding will you need for day-to-day rent, telephone, stationery, copying and postage? Allow a basic sum for day-to-day costs but if your project involves a large mail out or lots of outreach phone calls then estimate that separately. 

You are encouraged to submit a full cost recovery budget.  Full cost recovery means a budget that reflects the full costs to your organisation, including the direct costs of the project for which you are applying and all the overhead or indirect costs associated with running it. 

Capital costs

The Redbridge Small Grants Fund will fund the purchase of relevant capital items: pieces of equipment which will last over one or more years and costs over £300. For example, this could be play equipment, furniture or computers. 

Decide exactly which make and model you would like to buy, then compare prices from various outlets to ensure you get the best value for money. Please submit three different quotes per item where possible. 

Send your completed application form and other documents to us at grants@elcf.org.uk  and by post to:

East London Community Foundation

Unit G12, Chadwell Heath Ind. Park

Kemp Road

Dagenham

RM8 1SL

Should you have any queries, please contact the grants team on 0300 303 1203.
East London Community Foundation Reg. Office Old Station Road, Loughton IG10 4PL   0300 303 1203
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