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ABERDEENSHIRE COUNCIL

EDUCATION LEARNING AND LEISURE SERVICE

SCHEME OF FINANCIAL ASSISTANCE TO VOLUNTARY ORGANISATIONS AND COMMUNITY GROUPS

APPLICATION PACK

Introduction

It is important that applicants read these guidelines and the criteria thoroughly before completing the application form.  If assistance is required in completing the form there is a list of contacts in your areas who can assist you (see pages 9, 10 and 11 of this guide).  Those contacts can also provide you with advice and assistance on other sources of grants both local and national.

Aberdeenshire Council has agreed the following principles for this grant scheme:

· Through this grant scheme, the Council aims to support and develop voluntary and community organisations in a sustainable way and contribute to community life in Aberdeenshire.

· The Council recognises the vital role that the voluntary and community sector plays in promoting the welfare and quality of life in Aberdeenshire and its citizens.  

· The Council recognises the need to encourage the voluntary and community sector to diversify its sources of funding so that they can become more self reliant and not dependent on any one single source of external funding.

· The Council recognises the need to provide organisations with information and advice on other funding Agencies / funding schemes and to provide appropriate assistance to organisations with their applications to these schemes.  

· This grant scheme will be clear, open and efficient.  There will be criteria and timetables.  Organisations will be able to find out easily how to apply for funding, grants available, timescales for submission and contacts for information will be published as widely as possible.

· If requested applicants will be given feedback by officers when they are unsuccessful.

· The objects of applicant organisations should be consistent with those of Aberdeenshire Council, and where feasible, should meet joint strategic aims and objectives.

· The criteria and assessment process will be rigorous in ensuring that the applicant is a legitimate and accountable voluntary or community organisation.  

· Applicants will receive an acknowledgement within one week of their application being received.  This might be through electronic mail if an address is provided.

· Applicants will be told in writing if they have received an award or not within 15 days of the decision being made. 

· Applicants will be given the name of the Council Officer dealing with their application and he/she will provide advice in relation to the application and, if requested, feedback on the decision made on their application.

NB
Applicants should be aware that all applications are dealt with within an open, public committee setting which means that the Media and the general public, as well as Aberdeenshire Councillors, will have access to fairly detailed and explicit financial information on the organisations that apply for grants.  If this condition is likely to place your organisation in a particularly sensitive position then please discuss this with Council Officers at the time of applying. 

CAPITAL GRANTS SCHEME   

Financial assistance with building projects and/or the purchase of items of equipment costing £500 or more.  Grants of up to 50% of project costs (maximum grant of £2,500) will be considered for projects costing between £500 and £5,000. Grants of up to 25% of project costs (maximum grant of £50,000) will be considered for projects costing more than £5,000. 

EDUCATION LEARNING AND LEISURE  SERVICE

Criteria for Grants to Voluntary Organisations and Community Groups

General 

1
Applications must clearly demonstrate that the purpose of the grant that is sought is to provide activities, services or facilities that will meet the needs of communities in Aberdeenshire or directly benefit residents of Aberdeenshire as a whole.  Applicants must demonstrate that they support or develop community action, the arts, sport or Aberdeenshire’s heritage in a way that is sustainable and contributes to local community life.

2
Applications will only be considered if they are from properly constituted organisations operating on a not-for-profit basis.  All applications must, therefore, be accompanied by a valid constitution or memorandum and articles of association which clearly indicate the voluntary or charitable status of the organisation. In the case of annual applications from Partner Organisations a constitution only needs to be submitted if there has been any changes to that submitted in the previous year or if this is specifically requested.

3
Applicants should demonstrate that they abide by the rules of their constitution, they are democratic and make efforts to involve their users in a significant way in the decision making process of their organisation.  The organisation must be able to demonstrate that membership of their organisation is open to all members of the community and that the organisation does not discriminate unfairly against anyone on the grounds of race, gender, creed, ethnic origin, sexual orientation, age or disability.

4
Applicants should demonstrate that their organisation is financially sound and well managed and that any proposed project is properly planned, budgeted and organised.  Applicants must demonstrate value for money and provide evidence of their own fundraising activity and ability to attract funds from other sources.  Applicants should demonstrate that they have planned for the longer-term financial sustainability of their organisation as a whole and of any specific activity or project that they are securing assistance for (i.e. they should have a business plan which we will want to see a copy of).

5
Applications will only be considered if they include a statement showing how much the organisation has in all of their bank accounts.  If the organisation has significant balances and/or generates significant surpluses then a full justification for the amount of grant being sought will be required.  Applicants seeking grants of over £100 will be required to submit a copy of their most recent set of accounts and a bank statement of no more than three months old. Further bank statements may be subsequently requested by officers evaluating the financial status of applicants. Applicants seeking grants of over £10,000 will be required to enter into a funding agreement with the Council. 

6
Applicants who have received funding from the Council will be display a sign/plaque in recognition of the support being provided by the Council. 

7
Offers of Capital Grants will be time limited and subject to withdrawal should the period of the offer be exceeded. This time limit will be made clear in the letter of award.

8
Where possible applicants should display evidence of partnership with their local community and, where appropriate, with relevant services of the Council and other agencies demonstrating links to other relevant initiatives.

9      WHAT WE WILL NOT CONSIDER?
 
The Grants Scheme will not fund any of the following:

· Capital Projects on which work has already started, items already purchased or in aid of expenditure already committed or paid.

· Commercial organisations/ private businesses of any kind.  

· Any activity which is designed to promote political party politics.

· Applications from Religious Organisations 

· Applications from individuals.

CAPITAL GRANTS (IN MORE DETAIL)
Specific requirements

1
For projects costing £5,000 or more the level of grant for an individual capital project will not exceed 25% of the project costs and the maximum grant will be £50,000. For projects costing between £500 and £5,000 grants of up to 50% of eligible costs will be considered up to a maximum grant of £2,500.  

2
Premises, land or equipment in respect of which a grant is sought must be managed directly by the applicant and must either be in the ownership of the applicant or secured by the applicant by means of a long-term lease.  A copy of the lease or proof of ownership of the premises must be submitted along with the completed application.

3.
If the project involves the renovation or construction of a building, applicants will need to contact the local authority’s Planning Department for information about building warrants and planning permission (including access to the building from the road). Although we do not expect permission to be in place prior to consideration of an application, without these only a conditional award of grant can be made. We will expect the project to submit a copy of the building warrant and planning permission certificate before any formal offer of grant is made. 

4.
All applicants must demonstrate that either the balance of funding is already in place or from which source (and by when) the remaining balance is likely to come from. (eg from a lottery application and by end of December) 

5.
A copy of a recent bank statement should be submitted along with the application (no more than three months old).

6.
Applicants for grants towards new buildings or major extensions to existing buildings must demonstrate, by submitting budget projections for the three years from the completion of the work, that provision has been made for ongoing running and maintenance costs of the premises.

7.
For projects costing £5,000 or more a bill of quantities provided by a qualified Quantity Surveyor or three written estimates from builders/suppliers should be submitted with the application. For projects costing between £500 and £5,000 two written estimates are required.

8. The project costs submitted must be accurate and should include a modest contingency of at least 5%. This will normally require the applicant to engage the services of professionals such as Quantity Surveyors, Engineers, Architects or sometimes Tradesmen. Much depends on what applicants intend to do and the state of the current building/land and in the case of renovations to premises a condition survey may be required to be undertaken. The overall project costs need to include the cost of engaging such professionals unless the applicant has been fortunate to have received funding for this purpose from another source or has been able to engage these services free of charge as a goodwill gesture. The overall project costs need to include VAT unless you can demonstrate that this will not be charged to your project.

9. Capital grants are not paid up front when they are awarded. Instead grants are paid in arrears either in full or part following the submission of completed claim forms accompanied by receipts or invoices relating to the expenditure incurred. Payments will normally be made at the rate agreed by the Sub Committee when awarding the grant. This will be made clear in the award letter.

10. Unless all documentation required is on file any grant award will be made in principle as a provisional offer of grant subject to submission of all required documents. Only after all required documents have been submitted will a formal offer of grant be issued.

TIMETABLE FOR GRANT APPLICATIONS AND DECISIONS ( subject to variations)

 Applications will be dealt with quarterly at Education Learning and Leisure  Grants Sub Committee meetings throughout the year as follows: - 

	*CLOSING DATES FOR APPLICATIONS
	DATES FOR DECISIONS

	31 March
	By end of May

	30 June
	By end of September

	30 September
	By end of November

	30 November
	By end of March the following financial year


NOTE:   From time to time the pre determined dates of Education Learning and Leisure  Grant Sub Committee meetings are required to be brought forward or put back and so the above deadlines for submission of applications and for decisions are subject to change. Please also note that applications submitted without all of the required accompanying documentation will not be processed until this documentation is submitted unless good reason is given for any item missing (eg awaiting planning permission or a lease agreement or accounts with the auditor). In such cases applications may be considered if explanations are given but any grants awarded would be in principle only subject to submission of the documentation.

GUIDELINES FOR COMPLETION OF THE CAPITAL GRANT APPLICATION FORM

FOR GRANTS TO VOLUNTARY ORGANISATION AND COMMUNITY GROUPS

Step by Step Guide to Completing the Application Form

This section takes you through each of the questions on the application form.  If you need more help, please contact the Grants Officer (01224 664237) or any of the other Council Officers shown on pages 8 and 9.

It is important to read the Council’s principles and criteria before completing the application form.

	TELL US ABOUT YOUR ORGANISATION OR GROUP


Q1

The main contact from your organisation or group should be someone who can talk about the need for the grant in detail.

Q2

The Council will only give financial assistance to legitimate voluntary or community organisations and will require to see your constitution or set of rules to ensure that your group or organisation meets this criteria.

You do not need to be registered as a charity by the Inland Revenue to receive a grant.  If you are registered, then please supply us with your number.

Q3

Please tell us the type of facility, service or activity your organisation or group provides.  The Council needs to know that your organisation provides activities comparable with those that the council would otherwise provide.

Q5

The Council needs to know the make up of your membership.  Please include numbers of all those involved in running and managing your organisation or group.
Q6
Let us know how frequently the management body of your organisation or group meets.

Q7
The Council encourage the participation of users and members in the running of voluntary and community organisations.  We would like to know what you do to include members and the users of your organisation in decision-making.   This might be through representation on the committee or by other means.

	TELL US ABOUT THE PEOPLE YOUR ORGANISATION OR GROUP WORKS WITH


Q8 and 9
These questions are designed to tell us about the people who benefit from the facilities, activities or services your group or organisation provides.  Tick only the boxes that apply to you, ticking more boxes will not affect your chances of getting a grant.

	TELL US ABOUT THE TYPE OF CAPITAL GRANT YOU ARE SEEKING


Capital Grants

Capital grants are for the purchase of equipment or premises, or for major or minor building work.

In the case of building projects applicants must demonstrate that all necessary planning and building control applications have been obtained by submitting copies of these.

Three written estimates or a Bill of Quantities should be submitted for projects costing more that £5,000.  

Two estimates should be submitted for projects costing between £500 and £5,000.

Q12

Tell us precisely why you need a grant and how you will spend it if successful?

Q13(a)

How much are you asking for?  What are your project/activity/building costs?

List the items or activities you wish to fund.  Try to be as accurate as possible about the costs and remember to include VAT.  You should list each item and its cost and add up the total.  It is essential that you refer to the criteria attached.

Q14

Please give us a realistic figure for the number of people who will benefit directly from the grant.

Q15 & 16(a)
Give us a short description of how you know your project is needed.  If you have discussed the need for this project with other groups, agencies or organisations please let us know. Describe any local consultation that has been undertaken to establish the need. What proof can you provide that demonstrates the need for this activity/project.
Q16(b)
How will you know if your project is a success and meeting its outcomes?  Identify three outcomes that you have met (or will meet in the case of a new project) that shows us how you will know your activity/project is (or will) make a difference to the people it is planned to benefit.

Q17

Give details of any other grant applications you have made (or will be making) to any other agency or body in respect of third particular application/project.  We need to know how much money or resources you have secured (or may secure) from elsewhere.  Applicants should give evidence of fundraising activity and ability to attract funds from elsewhere. (eg Big Lottery Fund. Awaiting outcome of application for £10,000, so tick provisional box). Council box is already ticked. If you are applying to any other Aberdeenshire Council Service please also list.
You are obliged to let us know when you receive an award or when a particular application from another funding body is declined.

Q18(a)

Tell us how you generate (or plan to generate) income through normal activities and from fundraising each year.

Q18(b)

Please tell us how much income was generated last year within your organisation and how much from activities, from fundraising and from grants.

Q19

If you are unsure of any of the details please check with the bank or building society.

Your group must have a bank or building society account.  The account name will be found on your chequebook or passbook; this should normally be the same as the name of your group.

Q20

“Total income” means all the income generated and received that year irrespective of how and from where.

Please list these figures from your audited accounts and please remember to enclose with your application your most recent set of financial accounts.  These will show all the income your organisation or group has received during that last financial year.  If you are a new organisation or group, you should enclose an estimate of what your income and expenditure will be in your first year (ie financial projections). In addition to telling us about your balance we need to know how much of this (if any) is restricted to be used for projects for which it was granted/donated/set aside.  The point of this is to establish how much (if any) of your balance is free to be utilised for this or any other purpose.  In most cases you will be expected to produce evidence/documentation to back up your answers. 

If your organisation or group has been running for less than 12months and you do not have accounts yet, please give details of all your income and expenditure since you started together with an estimate of your income and expenditure for the remainder of the year.

Whatever the format of your accounts, they should be signed and approved by the management committee.  Please also submit a recent bank statement(s) showing your bank balance (no more that three months old).

Q21

This must be a senior person from your organisation or group, but someone other than the main contact in Question 1 and Question 2.

FINISHING OFF

· Check that each question is answered fully
· Check that question 21 is signed by the appropriate person

· Make sure that you include any separate sheets and that they are marked with the appropriate question number

· Please keep a copy of the application form for reference in case we contact you

· Please remember to enclose all the documents requested as on the Document Checklist and if not provide a reason for this


· Ensure that all costs have been accounted for including building costs, fixtures, equipment, professional fees and vat.

LOCAL ASSISTANCE

In addition to the Council there is a wide range of other funding sources available to voluntary and community organisations.  The list of Council bases and other agencies below contain staff trained and willing to help you with the application and/or to identify relevant sources of grants.

	Local Areas
	Contacts

	Banff
	Bridge Street Community Education Centre

Bridge Street

Banff       AB45 1HD

Telephone : 01261 812450

Email : banff.cec@aberdeenshire.gov.uk 



	Fraserburgh
	Broch Community Education Centre

Alexandra Terrace

Fraserburgh        AB43 5PR

Telephone : 01346 518788

Email : broch.cec@aberdeenshire.gov.uk 



	Mintlaw
	Central Buchan Community Education Centre

c/o Mintlaw Academy

Station Road

Mintlaw        AB42 8FN

Telephone : 01771 622254

Email : centralbuchan.cec@aberdeenshire.gov.uk


	Peterhead
	Peterhead Community Education Centre

Balmoor Terrace

Peterhead       AB42 1EP

Telephone : 01779 477277

Email : peterhead.cec@aberdeenshire.gov.uk


	Ellon
	Ellon Community Education Centre

Schoolhill

Ellon        AB41 9AH

Telephone : 01358 727910

Email : ellon.cec@aberdeenshire.gov.uk


	Turriff
	Gateway Community Education Centre

Victoria Terrace

Turriff       AB53 4EE

Telephone : 01888 562562

Email : gateway.cec@aberdeennshire.gov.uk


	Aboyne
	Aboyne Academy  Community Education Centre

Bridgeview Road

Aboyne       AB34 5JN

Telephone : 013398 86222

Email : aboyne.cec@aberdeenshire.gov.uk



	Alford
	Alford Academy & Community Education Centre

Murray Terrace

Alford      AB33 8PY

Telephone : 019755 63651

Email : alford.cec@aberdeenshire.gov.uk


	Banchory
	Banchory Community Education Centre

Schoolhill

Banchory        AB31 5TQ

Telephone : 01330 825966

Email : banchory.cec@aberdeenshire.gov.uk


	Huntly
	Linden Community Education Centre

Castle Street

Huntly       AB54 4SH

Telephone : 01466 792502

Email : linden.cec@aberdeenshire.gov.uk 



	Inverurie
	Garioch Community Education Centre

Chelsea Road

Inverurie      AB51 3PL

Telephone : 01467 620353

Email : garioch.cec@aberdeenshire.gov.uk


	Kemnay
	Kemnay Community Education Centre

Bremner Way

Kemnay        AB51 5FW

Telephone : 01467 643535

Email : kemnay.cec@aberdeenshire.gov.uk


	Westhill
	Westhill Community Education Centre

Hay’s Way

Westhill       AB32 6XZ

Telephone : 01224 740089

Email : westhill.cec@aberdeenshire.gov.uk


	Laurencekirk
	Mearns Community Centre

148 High Street

Laurencekirk       AB30 1BL

Telephone : 01561 378298

Email : mearns.cec@aberdeenshire.gov.uk


	Portlethen
	Portlethen Community Education Centre

Cookston Road

Portlethen        AB12 4PT

Telephone : 01224 781325

Email : portlethen.cec@aberdeenshire.gov.uk


	Stonehaven
	Stonehaven Community Education Centre

Bath Street

Stonehaven        AB3 2OH

Telephone : 01569 762688

Email : stonehaven.cec@aberdeenshire.gov.uk 




The following staff can be contacted for specialist advice if your application falls into any of the following areas. These are also the Council’s main contact persons for the various Lottery Distributors and other external sources of grants.

	Specialist Staff


	Contact

	Sports & Recreation
	Keith Leslie, Senior Sports Development Officer

Gordon House

Blackhall Road

Inverurie

AB51 3WA

Telephone : 01467 626257

Email : keith.leslie@aberdeenshire.gov.uk


	Arts
	Lorraine Grant, Senior Arts Development Officer

Woodhill House (Annexe)

Westburn Road

Aberdeen

AB16 5GJ

Telephone : 01224 664873

Email : lorraine.grant@aberdeenshire.gov.uk  



	General queries or comments on the grant scheme
	Walter Taylor, Grants Officer

Woodhill House (Annexe)

Westburn Road

Aberdeen 

AB16 5GJ

Telephone : 01224 664237

Email : walter.taylor@aberdeenshire.gov.uk


	Heritage/Museums
	Andrew Hill, Senior Museums and Heritage Officer,

Woodhill House (Annexe)

Westburn Road

Aberdeen

AB16 5GJ

Telephone : 01224 664228




OTHER SOURCES OF GRANTS

There are countless sources of external grants too many to mention, but some key sources include: -
(1)
The National Lottery Grant Distributors

If you are applying to the lottery for a grant then you need to apply through one of the following distributors;

· The Big Lottery Fund

This agency brings together two of the major distributors previously known as Community Fund and New Opportunities Fund. They have retained separate programmes aimed at the traditional targets of these two agencies and as such have programmes aimed exclusively at voluntary and community organisations and other programmes aimed at education, health and environmental programmes.

The programmes aimed at the Voluntary Sector are to support projects that aim to help disadvantaged people and improve their quality of life in the community. Applications are welcomed from Voluntary Organisations. Statutory bodies are not eligible to apply for grants within these particular programmes.

The programmes aimed at education, health and environmental projects that improve the quality of life especially for society’s most disadvantaged individuals or communities are open to a wider range of organisations including statutory bodies.

For more information on the programmes on offer from the Big Lottery phone their Advice Line below, or visit their website.

Telephone : 0845 410 2030

Website: www.big-lottery-fund.com

· ‘Awards for All’ Scheme

This is an easy to access scheme administered by the Community Fund, the Scottish Arts Council, Sportscotland, New Opportunities Fund and the Heritage Lottery Fund.  It offers a one-door approach for small organisations with an annual income of less than £20,000.  In the case of applications for educational and health projects this income threshold does not apply.  Grants from £500 to £5,000 are available.

For information call their Enquiries Line below or visit their website

Telephone : 0141 242 1200

Website : www.awardsforall.org.uk
Aberdeenshire Council Contact person- Walter Taylor, Grants Officer.

Phone 01224 664237

· SportScotland Lottery Fund

This agency is dedicated to promoting sporting opportunities for Scots at all levels.  Everything they do is driven by three visions: widening opportunities, developing potential and achieving excellence.  They make awards to all aspects of Scottish sport including top athletes, sports facilities, major events and youth sport.

For more information, call and ask for their Quick Guide

Telephone : 0131 3399000

Website : www.sportscotland.org.uk
Aberdeenshire Council contact person, Keith Leslie, Senior Sports Dev. Officer.

Phone; 01467 626257

· Scottish Arts Council National Lottery Fund

This agency provides grants starting from £2,000 for arts projects and £5,000 for buildings and equipment.

The arts include architecture, arts centres and festivals, crafts, dance, drama, literature, music, photography, video, design and visual arts.

For more information call their Help Desk below or email.

Telephone: 0131 2402443

Email : help.desk@scottisharts.org.uk
Website : www.sac.org.uk
Aberdeenshire Council contact person-Lorraine Grant, Senior Arts Dev. Officer.

Phone; 01224 664873

· Heritage Lottery Fund

This agency provides grants for projects designed to preserve and enhance Scotland’s heritage of buildings, objects and the environment.  In addition to conserving these assets, we support projects which improve public access to them, helping people to appreciate, understand and enjoy their heritage.  For further information please call their helpline below, or visit their website.

Telephone:  0131 2259450

Website:  www.hlf.org.uk
Aberdeenshire contact person –Andrew Hill, Principal Curator.

Phone 01224  664228

For links to other national funding schemes go to the Council’s Funding Website on www.aberdeenshire .gov.uk/funding. Alternatively visit www.scvo.org.uk

OTHER  COUNCIL OR COUNCIL SPONSORED GRANT SCHEMES

Aberdeenshire Sports Council
This independent body financially supported by Aberdeenshire Council considers small grant applications from talented individuals and sporting clubs/organisation throughout Aberdeenshire and whose aims and objectives are consistent with those of the Council’s Sports Development Plan.  For an application pack contact 01261 813383 or visit their website.

Aberdeenshire Arts Forums- Community Arts Grants

(1)
Banff & Buchan Arts Forum:  Telephone 01261 833819

(2)
Gordon Forum for the Arts:  Telephone 01467 628379

(3)
Kincardine & Deeside Arts Forum:  Telephone 01569 768353

These independent voluntary organisations, financially supported by Aberdeenshire Council, consider small grant applications from talented individuals and from clubs and organisations whose aims and objectives are consistent with Aberdeenshire Council’s Arts Strategy.  In addition to grant giving, they also perform a number of other functions such as providing arts exhibitions and delivering arts projects. For a grant pack and further information contact one of the above numbers or visit their websites.

Housing & Social Work 

The Housing and Social Work Service has a policy of supporting and working with voluntary agencies in the provision of community care.  A range of services are provided by voluntary agencies including specified social work services, community care services on behalf of social work and specialist advice, information and research.  In addition to mainstream funding to voluntary organisations, social work does provide smaller grant funding.  For applications for funding through the Carer’s Strategy please contact Gaye Morrison.  Tel: 01224 664991 for an application form.  With all other enquiries, organisations are asked to submit specific information depending on the level of funding requested.  For further information on this please contact Social Work Reception, Tel:  01224 664991 who will direct your enquiry to the most appropriate person.

Area Committees

There are a number of grants administered through Area Committees including Youth Transport grants for youth organisations and grants to Community Councils, Community Associations etc. for a variety of purposes.  For details and an application form contact your local area office:

Banff & Buchan Area Office
Telephone 01261 813301

Buchan Area Office
Telephone 01779 483201

Formartine Area Office
Telephone 01358 726404

Garioch Area Office
Telephone 01467 628222

Kincardine & Mearns Area Office
Telephone 01569 768201

Marr Area Office
Telephone 019755 64801

Aberdeenshire Childcare Strategy

As part of a national Childcare Strategy this Partnership aims to create and expand childcare provision for children 0-14 years in the Aberdeenshire area.  The partnership will consider applications from existing or new childcare providers. For further information and an application form:  Telephone 01467 628155. Under Fives Groups and Playgroups should, in the first instance, contact the Education Officer (Early Years), Telephone 01224 664400 for information on funding.

Early years education

This is part of the Education, Learning & leisure Service and deals with all aspects of pre-school education.
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