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Guidance Notes 
Halton Borough Council is committed to supporting community groups and voluntary organisations and believes these groups can make a positive contribution to improving community life. 

GRANT DETAILS
There are two grants that groups can apply to the Community Development Team for:
1) Starter Grant 
2) Development Grant 

1. Starter Grant
These are available up to a maximum of £150 to help new groups with initial running costs such as room hire, stationery, printing, purchase of equipment. 

2. Community Development Grant
Existing groups and organisations that have been established for 6 months or more may apply for a grant of up to £400. This could be to purchase items of equipment, organise events or be for any other project as agreed with the Council’s Community Development Officers.

Sizes of grant will vary and will be at the discretion of the Council. Applicants are encouraged to consider if the purpose they are applying for assistance with might be provided by another department of the council. In particular the Sports Development Team has similar grant budgets, which may be more appropriate in some circumstances.

All applicants must:
· Be an organisation that runs on a not for profit basis with a management committee and constitution in place. 
· You must have a bank account in the name of your group and be able to provide a recent bank statement – not more than 3 months old. You will also need to provide your most recent annual accounts.
· Committee members must be unrelated. By unrelated we mean not married/in a civil partnership/living at the same address/in a long-term relationship/related by blood.
· Have effective financial management arrangements
· Compliment or support relevant Council policy
· Be non-party political
· Have a commitment to safeguarding children (if appropriate) and ensure that any adults engaged in the supervision of children and young people had a recent DBS (Disclosure and Barring Service) check
· Have a commitment to equal opportunities
· Have the ability to continue after grant money has expired

Generally funding is NOT available for the following purposes:

· To reimburse money already spent
· Advice or counselling services
· Building funds or building repairs.
· General rent, rates or leasing of buildings.
· Purchase or repair of vehicles.
· Routine overheads or running expenses for established groups.
· Personal items or personal expenditure on visits or trips.
· Projects or activities which may be funded by other existing funding streams better
· suited to that project (e.g. Sports Development Grant)
· To pay club/organisation honoraria 
· Purchase of pool or snooker tables and certain disposable items of equipment.

Rare exceptions may be made in clear emergencies for established groups. In such circumstances the council reserves the right to determine any exception.

HOW TO MAKE AN APPLICATION
The easiest and quickest way to apply is to do this online but you will need an electronic copy of the application form and all of your supporting documents (scanned copies are acceptable). An electronic copy of the application form can be found at the following location and you can also submit your application online here: 
https://www3.halton.gov.uk/Pages/business/FinanceandGrants/finance.aspx 

If you’re not able to submit your application online please contact Clare Dinsdale on 0151 511 7980 or clare.dinsdale@halton.gov.uk

CONSIDERATION OF APPLICATIONS
Applications can be made at any time and will generally be considered and a decision made by the relevant Executive Board within 8 weeks.
Applicants will generally be notified of the decision within this timeframe and are urged to consider this timescale if planning events etc.
Your application may be discussed with relevant individuals/groups as appropriate. 
CONDITIONS OF GRANT
When a grant is awarded, recipients will have to abide by the conditions agreed within the application form.  
As part of the Council’s scrutiny responsibilities, if requested, groups should be willing to attend the relevant Policy and Performance Board. 
The Council reserves the right to reclaim any grant not used for the specified activity within the grant application form or should the group cease to exist. 

FURTHER HELP & SUPPORT 
If you have any further questions regarding the grants or need any help with your group please contact Clare Dinsdale in the first instance and one of the team will be happy to help. 
Clare Dinsdale, Senior Community Development & Projects Officer, Halton Borough Council 
0151 511 7980 or clare.dinsdale@halton.gov.uk




	Section 1:
	ABOUT YOUR ORGANISATION



	1. Name of your organisation

	     



	2. Details of the main contact person within your organisation.

	Name
	     

	Position in your organisation
	     



	3. Correspondence address (to which all correspondence will be sent).

	Address
	[bookmark: Text42]     

	Telephone
	     

	E-mail
	     



	4. Registered office address (if different from above)

	Address
	     

	Telephone
	     

	E-mail
	     



	5. Does your organisation have a Constitution or Memorandum and Articles of Association? (please provide a copy).

	
	|_| YES
	|_| NO

	Please tick



	6. What is the status of your organisation and any registration numbers? (e.g. Company Limited by Guarantee, Charity, Un-incorporated association etc).  

	
	     




	7. When was the organisation set up?  

	     

	

	



	8. What are the main aims and objectives of the organisation?

	     

	



	9. Which geographical areas does your organisation provide services for? Ie Halton, Runcorn, Widnes, specific wards 

	     


	



	10. How many members does your organisation have?

	     
	






	11. Details of your management committee/board/directors - please provide details for the following officers. 

	Position Held
	Contact Details

	Chair
	Name          

	
	Address      

	
	Email          

	Secretary 
	Name          

	

	Address      

	
	Email          

	Treasurer
	Name          

	
	Address       

	

	Email           




	12. How many people work as volunteers for your organisation? (not including members of the management committee).

	Number of volunteers
	     
	Total volunteer hours per week
	     



	13. Bank or Building Society Details


	Account Name 
	

	Bank/Building Society Name

	

	Sort Code

	

	Bank account No. (8 digits)

	
	
	
	
	
	
	
	

	Use this box only if you are using a Building Society

	



	Section 2:
	ABOUT YOUR PROJECT



	14. Please describe the specific project you are requesting funding for.
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	15. How many people do you estimate to benefit from this project? Who are they and how will they benefit from the project? 

	

	16. How much will the project you are planning to do cost in total?



	£
	     



	17. Please provide a breakdown of what you will spend the grant on

	
	Total Cost
	Amount you are applying for
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	Total
	     
	     



	18. Has your organisation ever applied to Halton Borough Council for a grant before? 

	
	Yes/No         If yes, please provide details below 

     

	
	     



	19. Are you applying for grants from other organisations for this project?? 

	
	Yes/No         If yes, please provide details below 

     

	
	     













	Section 3:
	Supporting Documents



	To enable your application to be processed you need to include the following with your application.

	· Signed and dated copy of your constitution
· Minutes/notes of initial meeting that was held where the constitution was agreed, officers roles were decided and the decision to open a bank account in the name of the group took place (Starter Grants only)
· Copy of your latest Annual Accounts (Development Grant only)
· Copy of a bank or building society statement, not more than 3 months old OR confirmation of your bank details if you are a new group.



	Section 4:
	Grant Terms and Conditions 



Definitions

The “you” referred to in this document is the grant recipient. 
HBC refers to Halton Borough Council. 

1. In General
1.1 During the period of the grant you will act in a fair and open manner without distinction as to race, religions, age, gender, sexual orientation or disability and in compliance with relevant legislation.
1.2 HBC accept no liability for any consequences, whether direct or indirect, that may come about from running your project, the use of the grant or from withdrawal of our grant. 
1.3 You acknowledge and accept that in the event of a breach of the terms and conditions of the grant, HBC shall be entitled to withdraw the grant with immediate effect, and require the repayment of money already paid. 

2. The Project
2.1 You must use this grant to carry out the project set out in your funding application.
2.2 The grant must not be used for other purposes. If HBC becomes aware that the grant funding has been utilised for any other purpose than what it was originally granted for HBC shall be entitle to recover the full amount of the grant funding which shall become immediately repayable. 
2.3 If you wish to make changes to your project then you must inform HBC of these. Approval of these changes is at HBC’s discretion. 
2.4 If you spend less than the whole grant on the project, you will return the unspent amount to HBC promptly. 
2.5 You will acknowledge receipt of the grant publicly where appropriate and practical. 
2.6 You hereby consent to any publicity about the grant and the project as HBC requires. 
2.7 You will inform HBC immediately if any of your key contacts change. 

3. Insurance, Health & Safety and UK Law
3.1 You agree to meet all laws regulating the way you operate, the work you carry out, the staff you employ or the goods you buy. You will pay attention to equalities in the way you run your project and in the recruitment and selection of staff. You will ensure that you have an equal opportunities policy in place at all times to help you comply with all relevant laws and practice. You will obtain all approvals and licences required by law.
3.2 In your management of all personal information you will meet the requirement of the General Data Protection Regulation 2017. 
3.3 If our project involves work with children, young people or vulnerable adults (vulnerable people) you will take all reasonable steps to ensure their safety. You will have and adhere to an appropriate written policy and set of procedures to safeguard vulnerable people, which will include procedures to check backgrounds and disclosures of all employees, volunteers, trustees or contractors who will supervise, care for or otherwise have significant direct contact with vulnerable people with the Disclosure and Barring Service (DBS).
3.4 You will maintain adequate insurance at all times including but limited to public liability, employers liability and professional indemnity insurance for any activities you provide or any assets you have purchased. 

4. Financial Requirements
4.1 All HBC community grants will be pain in one instalment as soon as possible, providing all necessary documentation has been received. 
4.2 You must spend your grant within 12 months. If you need to extend this period please contact HBC for approval to do this. 
4.3 If purchasing equipment that costs over £250 you will obtain competitive quotes to ensure that you have obtained value for money from the grant.
4.4 You must supply copies of invoice/receipts for items you purchase with the grant and have the originals available for inspection if required. If these are not provided HBC reserve the right to issue an invoice to reclaim the grant. 
4.5 You must keep proper accounts for HBC funding and we reserve the right to inspect these records which should be kept for a minimum for two years after the end of the project. 

5. Monitoring
5.1 You will monitor the progress of the project and complete a final report on completion of the project.

	Section 5:
	Declarations & Disclaimer (to be signed by the person submitting this application)  



	Are you, or any of the officers of the group, related to a councillors or employee of Halton Borough Council? 

	Yes/No         If yes, please provide their name and job title below. 

     N

	     

	I do not personally financially benefit from this application

	I hereby declare that to the best of my knowledge the information I have given is true and accurate. I agree to be bound by the terms and conditions of the grant. 

	Signed: 
	Print Name:

	Position: 
	Date:



If you are not applying online and need to return a paper application please contact clare.dinsdale@halton.gov.uk or 0151 511 7980.

	Section 6:
	Privacy Notice   



HBC is the data controller for the person information you provide. HBC’s Data Protection Office can be contacted on 0151 511 7002 or by email to jonathan.greenough@halton.gov.uk.

Using your personal information
WE collect and hold information about in order to:
· Process your grant application and keep you informed
· Provide support and guidance to your organisation
· Evaluate the work of our service

We will keep this information for 7 years.
The information will be stored on HBC’s Sharepoint and can be viewed by the Community Development Team and relevant administration staff only. 
We will not share your data with external partners.
We will not use our information to make automated decisions about you. 
Your data will not be transferred abroad. 

The lawful basis for processing your persona data as set out in the General Data Protection Regulation is ‘Consent’.

I consent to providing my personal data and it being processed by HBC for the reasons stated above.  Yes / No

I consent to joining the mailing list that includes information about community activity in Halton (training, events, funding, consultation) 
Yes / No

You have the right to withdraw consent by contacting clare.dinsdale@halton.gov.uk


	Signature: 
	Date:



Your Rights
You have the right to be informed about the information being held about you. 
You have the right for any inaccurate or incomplete data to be rectified. Contact clare.dinsdale@halton.gov.uk
You have the right to our personal data being erased. Contact clare.dinsdale@halton.gov.uk

Rights of Access – you have the right under the General Data Protection Regulation 2018 to request a copy of the information and to know what it is used for and how it has been shared. This is called right of subject access. To request a copy of your data or ask questions about how it is used download a copy of our form from https://www3.halton.gov.uk/Pages/councildemocracy/Data-Protection.aspx and send it to Information Governance Service, PO Box 317, Runcorn WA7 9BZ0 or email informationgovernanceservice@halton.gov.uk. 

Who can I complain directly to if I am unhappy about how my data is used? 
If you wish to complain to the Council about any issues around how we handle any of the above processes in relation to your personal data, please contact the Data Protection Officer on 0151 511 7002​ or by email to informationgovernanceservice@halton.gov.uk​. 
Halton Borough Council – Community Development Application Form
Halton Borough Council – Community Development Grant Application Form

