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GRASSROOTS GRANTS GUIDANCE

1. INTRODUCTION
The “Grassroots Grants” programme, funded by the Office of the Third Sector and delivered by the Community Development Foundation, will be open for applications until October 2010. The programme aims to support small voluntary and community groups to enable them to continue or expand their work supporting local community activity including advocacy, community voice and service provision for local people.

2. GATEWAY CRITERIA 

In order to apply for a Grassroots Grant you need to be able to agree with, and provide evidence to support, each of the following six statements: 
a. The average annual income of your group, over the past three years, has been under £30,000 (or average income to date, if you have been running for less than 3 years). Income includes all the money received by your group, whether through fundraising, donations, grants or payment for services.  This also includes any funds raised for capital or other restricted projects. 
b. Your group has been active in the local community for at least 12 months (you may have been formally constituted after this time). 
c. You have a governing document (constitution/ rules) that has, as a minimum, the name of the group, aim & purpose, objects, dissolution clause, list and signatures of committee members 
d. You are primarily a volunteer-led group (your group has mostly volunteer resources and is unlikely to have any paid staff, or maybe the equivalent of 1 part-time staff role at the most)
e. You are connected with and / or meeting the needs of local people i.e. people who are living within the Leeds Metropolitan District (if you are based outside the city, but are supporting people in Leeds, you can still apply).
f. Your group is able to spend the grant and return a report by the end of December 2010.
In addition, you must meet the following terms and conditions: 
· Applicants must have a separate bank or building society account in the name of the group, with a minimum of two un-related signatories. 
· Groups working with children and/or vulnerable adults will need to confirm that a Child Protection Policy and/or a Vulnerable Adults Policy are in place.  We can provide assistance if you don’t have these policies at the moment. 
· A written Equal Opportunities Policy and the ability to demonstrate your commitment to equal opportunities is desirable. We can provide assistance if you don’t have this policy in place at the moment.
· We prefer to be the major funder for the project or activity. We expect to fund at least 50% of the total project cost on approved projects. It is unlikely we will consider projects where the total cost exceeds £10,000.
3. GRANT SIZE / TYPE 

There are two separate levels of grant: small grants between £250 and £900; standard grants between £901 and £5,000.   You can receive more than one grant from the programme as long as the total received up until December 2010 does not exceed £5,000. 
Grants can be given to cover revenue or capital costs.  Revenue costs include ongoing costs of a group or activity or specific project costs.  Capital costs, as far as the Grassroots Grants programme is concerned, is any single asset that costs over £500 (plus VAT if relevant) that has a life of more than one year.  
We are happy to support the principles of “full cost recovery” in applications.  This means we will consider the direct costs of your project or activity as well as any relevant indirect costs as well i.e. contribution towards rent etc. 
4. PROJECT ELIGIBILITY: A WIDE RANGE OF PROJECTS AND ORGANISATIONS

The Grassroots Grants programme is intended to respond to the diverse needs of community organisations.  As such, the programme is likely to fund a wide range of activities including: 

· Projects that support community activity or that meet an identified need in the local community

· Purchase of equipment – computer, oven, furniture, etc
· Costs of putting on a local event or workshop 

· Staff costs to enable you to employ someone  (you will need to provide details of payroll, national insurance contribution etc)
· Contribution to rent, as long as this is related to the delivery of activities or services

· The cost of attending a conference or event

· Training for volunteers

· Additional activities to expand an existing project

· Funding to support an organisation to achieve a quality or other standard 

We will give priority to applicants who are supporting people facing the greatest need or living in disadvantaged communities, or to projects with significant positive impact and/or long term benefit to the local community.   We would expect you to be able to demonstrate that there is a need for the project or activity you are asking us to fund. 

5. WHAT WE CANNOT FUND

We don’t give grants for:

· Projects where the work has already taken place
· Work where there is statutory responsibility to provide funding
· Projects primarily for the advancement of religion or politics (though we do fund community groups operating out of faith centres)

· Projects from regional or local offices of a national organisation (unless they can demonstrate that they operate independently, have a separate management committee, and manage their own accounts).

· Contributions to general appeals.
· Organisations that are for the sole benefit or relief of animals or plants (the programme is intended to benefit communities of people).   
· Projects supporting asylum seekers that are inconsistent with immigration laws and/or Home Office policy. This includes, but is not limited to, the promotion of work based training to asylum seekers; the provision of employment to asylum seekers unless they are otherwise permitted to take employment; and the provision of services or activities to asylum seekers, which are intended to assist with the integration of refugees.
· Individuals

· Profit-making organisations, except social enterprises 
· Unspecified expenditure or requests where it is not clear how the grant monies will be spent.  

· Deficit funding or repayment of loans
In addition, it is unlikely that we will support applications that are for:

· Ongoing running costs for sports clubs (however, we will consider proposals aiming to engage local community members in sports-related activities to extend opportunities) 

· Food and/or refreshments at events or any costs relating to events that are primarily social  
· One-off events/activities with no short or longer-term impact on the local community or that are primarily run or led by larger organisations that are not eligible for Grassroots Grants 
· Trips abroad

· Appeals for capital costs for vehicles including minibuses
6. HOW AND WHEN TO APPLY

· These guidelines should help you decide if you can submit an application. 
· Groups need to complete the form electronically.  This makes it easier to send to your committee members and others for comment, and for the Foundation to distribute to panel members. Where there are blank boxes to complete, these will expand when you start typing.  Once you are happy with the application you can submit on line and then print and sign the copy and send it with your support information. As a minimum you need to include: signed copy of governance document – constitution or equivalent; signed copy of accounts or income and expenditure for the past 3 years if applicable; list of name and addresses of management committee members.  We also need copies of written quotes for any single item of expenditure over £500. The form and accompanying documents should be sent to the Leeds Community Foundation at the address provided at the end of this document. We recommend you keep a copy of the application for your records.
· If you cannot fill in the form online, you need to contact the office for a paper copy.  We still ask you to complete this electronically and email it to the Foundation at the same time as posting a signed, hard copy.  If you do need to fill it in by hand please make sure your hand-writing is easy to read. We find using capital letters and black ink is helpful. 
· There are no deadlines for the small grants programme for grants between £250 and £900.   Your application will be processed within 10 working days, providing it is complete and all supplementary documents have been provided.
· There are deadlines for the standard grants programme for grants between £901 and £5,000.  The final deadline to submit applications for this programme is Friday 16th July 2010. The grants panel will meet at the end of the month to consider all eligible proposals.
· We will only send your application to panel if we have all the information we need so please make sure you have answered all the questions and enclosed all the relevant information/documents to avoid delays. Incomplete applications will be automatically declined after 6 weeks of receipt. Please also note that if you leave your application until the day of the deadline to apply, we might not have time to come back to you with queries which may mean the application is not ready for the panel. This could delay your application so please make sure that you submit your application in good time. 

7. WHAT HAPPENS NEXT

· Once we have received your application we will acknowledge it within 5 working days. Where possible this will be done by email. 
· Your application will be assessed by members of our Grants Team who may need to check some details with you or ask for further information.  This will be done by email, post or over the phone so it is important that the person named on the application form knows about the project and can talk knowledgeably about it.  
· Applications are then presented to a Grants Panel. The panel includes local people who have experience of communities in Leeds and an understanding of small groups.  

· We will then contact you with the result. Where possible, this will be done by email. 

If your application is not successful, we will tell you why.  This may be because you don’t meet the Gateway Criteria, in which case you will not be able to apply again.  It may be that we still have some outstanding queries or conditions after the panel has met. This will be explained when we get in touch and we will give you time to re-submit the application, or send us further details. 

If you are successful: 
· Your offer letter may include additional conditions that the Grants Panel has requested.

· Details of all grants made are published on our website and information is also distributed to the local press. Applicants must ensure that you give the correct acknowledgement in any publicity you arrange.  Further information will be provided with the grant offer letter. 

· You will need to return any monitoring & evaluation forms we send you and may be visited by a representative of the Foundation as part of the assessment and monitoring processes.

· You must account for the grant separately in your organisation’s annual financial statements and send a signed copy of these to the Foundation once they are ready.

The Foundation may hold back an instalment of a grant, or ask for repayment in whole or in part, in the following circumstances:

· if the organisation fails to keep the terms and conditions of grant aid as detailed above

· if the application form or accompanying documents contained false or deliberately misleading information 

· if the organisation does not follow guidelines in their Child Protection Policy (if applicable) or Vulnerable Adult Policy (if applicable)

· if any member of the governing body, staff or volunteers act dishonestly or negligently in their implementation of the grant

· if the organisation closes down, goes into administration, receivership or liquidation.

If you feel you have been treated unfairly, you can appeal in writing. Copies of our Complaints & Appeal process can be found on our website or are available on request.  You will need to provide evidence and cannot appeal just because you have not been successful.  Unfortunately we cannot fund every application we receive, no matter how deserving. 
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