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Please refer to the guidance notes to help you complete this form.  If you need further help or, if you would like to discuss an idea for an application in more detail, please contact the Communities Officer for the relevant ward(s).  Contact details for the Communities Officers are listed in the guidance notes or are available at https://www.newcastle.gov.uk/get-involved/doing-more-in-your-city/grants-and-funding 
To help to avoid delays in processing your application make sure that you answer all the questions that apply to you.  Also make sure you include all the documents listed in the checklist (Section D) when you return your application form.  

We aim to process applications within 28 days once the necessary information and documents have been submitted so please ensure that you submit your form at least 28 days before you need the money. It will speed up processing of your application if you make sure all the necessary documents are included. In particular a recent bank statement and current insurance details should be included.  

Please download the Word document from https://www.newcastle.gov.uk/get-involved/doing-more-in-your-city/grants-and-funding  and return it by e mail to wardgrantaid@newcastle.gov.uk. Keep a copy of the application for your records.  

When complete, please email your application form to wardgrantaid@newcastle.gov.uk
Ward Grant Aid
Communities Team
3rd Floor, Civic Centre
Newcastle upon Tyne 

NE99 2BN
Telephone:  0191 277 7523
Email: wardgrantaid@newcastle.gov.uk 
	
Ward Committee Grant Aid
	FOR OFFICE USE ONLY

Date received:

Reference number:




Public application form 
Please note that the information provided on this part of the form may be published on the Council’s web site and circulated with the ward committee papers when the application is considered.
1. Name of organisation applying for a grant:
	


2. I am applying on behalf of:
	
	A registered charity    (Provide Charity No.                       )

	
	A community or Voluntary Group

	
	A not for private profit company

	
	A Council department

	
	A public-sector body other than the Council


3. Name of your project 

Please give a short name for the project you are applying for (not the name of your organisation) e.g. summer play scheme, running costs, spring planting 

	


4. Briefly describe the project you are seeking funding for.  
	What are you planning to do? 
Where will the activities take place?  
Which ward(s) will the activities take place in? 



5. What do you want to achieve with your project? Please explain who will benefit and how they will benefit if your project is successful. 
	


6. Please tell us how you will know if your project is successful. What sort of evidence would you use to demonstrate this?

7. What will you do to encourage the local community to participate in your project?

8. Please tell us which of the following sets of priorities your project will contribute to (tick all that apply) Please see the guidance notes for information about these priorities
	
	Council priorities (Tell us how your project contributes to the Council’s priorities in the box below)

	
	Ward Committee priorities (Tell us how your project contributes to the ward priorities in the box below)


How will your project contribute to achieving the priorities you have ticked?
9. How many people in total do you think will benefit from your project?

	


10. How much funding are you applying to us for (If you are applying to more than one committee please give the total amount you are applying for)?
	£


11. Are you asking the Ward Committee(s) to fund the total cost of this project?

	Yes
	
	
	No
	


	12. If no, what is the total cost of the project?
	£


13. What other resources will you be using for this project?

Please tell us about:  

Other funding you have received or applied for:

Any fundraising you are doing or money group members are contributing or money you are using from your own budget:

Volunteer time you and other group members will be contributing (estimate the number of hours):

Any equipment or use of premises etc that you have been given the use of for free or at reduced cost:

14. You can apply to up to 4 ward committees. The majority of the people who will benefit from the project must be from the ward or wards you are applying to. Please tell us which Ward Committee(s) you would like to apply to and the amount you would like from each:
	Ward Committee
	Amount 
	Tick the box if you would like us to calculate the amount for each ward using the list of addresses and postcodes you have provided.

	
	£
	(

	
	£
	(

	
	£
	(

	
	£
	(

	Total (Note this should be the same as the amount in Q10 above):
	£
	


15. Please provide the following information:
	(
	EITHER a) a list of postcodes for the people who will benefit from this project. 

	(
	OR b) an explanation of who will benefit from the project. Explain where they live and how you will target them?

	
	


16. Please list what you will spend the funding from the Ward Committee(s) on:
Evidence of cost would include quotes or prices from shops or catalogues. 
	Item or activity:
	Cost:
	Tick box if you have included evidence of cost


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Total (this should add up to the amount you are applying for)
	£


17. When does the project you are applying for start and end?
	Starts:
	
	
	Ends:
	


18. When would you like to receive the funding by?

	Date:
	
	Month:
	
	Year:
	


	Name of Applicant


	Ref: 





Private Information – 

The following information will be used in assessing your application but will not be published.
Governance

19. To be eligible to apply for a grant, your organisation needs the following documents and procedures.  Please tick to confirm that you have the following:
	
	
	A written governing document such as a constitution, articles of association or terms of reference

	
	
	A copy is attached

	
	
	We have previously submitted this information and confirm that it has not changed since we submitted it

	
	
	An equal opportunities statement or equalities and diversity policy

	
	
	A copy is attached

	
	
	We have previously submitted this information and confirm that it has not changed since we submitted it

	
	
	If there is a reason why any of these documents are not attached please explain why not in the box below:

	
	
	

	
	
	Practices and procedures for paid staff & volunteers to ensure you meet legislation on employment, health and safety, racial & sexual discrimination, disability discrimination and age discrimination. (These do not need to be attached)

	
	
	Please tick to confirm that you have an elected management committee which meets regularly or that your organisation has regular general meetings


Please give details of your management committee:
	
	Name
	Address
	Telephone/E Mail

	Chair
	
	
	

	Secretary
	
	
	

	Treasurer
	
	
	

	Others
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Continue on a separate sheet of paper if necessary.
Risk and Insurance

20. If you applying for a grant for an event or activities that will be open to members of the public (including members of your organisation)  a risk assessment is required. Please tick the category that best describes your event:
	
	Our application is not for an event or activities that will be open to members of the public

	
	We are holding a small indoor event or activity such as a coffee morning, a meeting, a training session or a keep fit class and enclose a risk assessment.

	
	We are organising a trip or other activity which involves transporting people out of the area, for example an away day, theatre trip or residential event and enclose a risk assessment.

	
	We are holding an outdoor event such as a sports day, barbecue or community festival and enclose an events checklist.


If you are holding a public event and have not included a risk assessment or events checklist please explain why not:

21. Your organisation should have sufficient insurance cover in place for all relevant risks.  The cover you need depends on what type of organisation you are and what you are planning to do.  Please tick to tell us what insurance policies you have. A copy of the cover of your policy document should be attached to this form.
	We have cover
	Not applic-able
	Type of insurance
	Please tell us when your policy expires.

	
	
	Buildings (if you manage a building) 
	

	
	
	Contents (if you manage a building or are applying for a grant to buy equipment)
	

	
	
	Public Liability (if you manage a building or are holding a public event)
	

	
	
	Employers Liability (if you employ staff)
	

	
	
	Motor (if you have a vehicle on the road)
	

	
	
	Other – Please give details of any other relevant insurance cover you have in the box below
	

	


If you do not have all of the relevant insurance, or if you have not attached the relevant documents please explain why not:

Financial Information

22. Please list all accounts held in the name of your organisation and confirm that you have enclosed the most up to date bank statements you have for them:
	Account Name
	Bank Name 
	Statement enclosed 
(please tick)

	
	
	(

	
	
	(

	
	
	(


23. Please give details of the account you would like funding for this project to be paid into below (Please note: this must be an account held in the name of the organisation it can not be a personal bank account) A recent bank statement (less than three months old) for this account must be attached:
	Account Name:

Account Number:

Sort Code:

Bank Name:

Branch Address:



24. Please give details of those people who have the authority to sign cheques on behalf of your organisation.  These signatories must not be related.
	Name
	Position in Organisation

	
	

	
	

	
	

	
	

	
	

	
	


Safeguarding children and vulnerable adults
Please note that if you work with children or vulnerable adults it is your responsibility to have appropriate policies in place to protect service users, public, staff and volunteers. Your policies must have been reviewed in the last three years and comply with current legislation.

25. Does your organisation work with children and young people? Please tick the box that best describes your project:
	
	No we do not work with children and young people

	
	Yes we do work with children and young people and a copy of our policy for safeguarding children is enclosed

	
	Yes we do work with children and young people and we have submitted a copy of our current policy for safeguarding children within the last 12 months 

	
	Yes we do work with children and young people but we have not enclosed our safeguarding policy because (please give an explanation in the box below:


26. Does your organisation work with vulnerable adults? Please tick the box that best describes your project:
	
	No we do not work with vulnerable adults

	
	Yes we do work with vulnerable adults and a copy of our policy for safeguarding vulnerable adults is enclosed

	
	Yes we do work with vulnerable adults and we have submitted a copy of our current policy for safeguarding vulnerable adults within the last 12 months 

	
	Yes we do work with vulnerable adults but we have not enclosed our safeguarding policy because (please give an explanation in the box below:


27. Please tick to confirm the following:

	
	Our safeguarding policies have been reviewed within the last 3 years.
Date of last review:______________________________________

	
	All staff or volunteers who will be working with children or vulnerable adults have been fully briefed on your safeguarding policies

	
	All staff and volunteers who will be working with children or vulnerable adults have received appropriate training within the last two years


28. There is a legal requirement for some people who work with children and young people or vulnerable adults to have DBS (Disclosure and Barring Service) checks – see the guidance notes for more information about this. If it is necessary for your staff and/or volunteers to have DBS have the necessary vettings been done?
	Yes
	
	
	No
	


If no, please explain why not:

DECLARATION 

	On behalf of the organisation, 

I confirm that the information contained in this application form is true and correct and I am authorised to submit this application and agree to the terms and conditions on behalf of the organisation.

I confirm that I have read the attached grant aid conditions and understand that any grant awarded will be subject to those conditions.

Name:

Position in organisation:

Address:

Telephone:





Email:

Signature:





Date:




Contact details: Please provide contact details for a person from your group we can contact about this application, if different from above

	Name:

Position in organisation:

Address:

Telephone:





Email:


Fair Processing of Information for Grant Application Forms

Data Protection Act 1998

Newcastle City Council will use the information you provide on this form for the administration of your application for grant aid funding. The Communities Team would like to add information provided to the database of community organisations used for consultation purposes.

	
	I agree that my contact details can added to the database for use by the Communities Team 

	
	I agree that my contact details may added to the database for use by other City Council departments for consultation purposes


If you have any queries concerning data protection please contact the City Council’s Data Protection Office on 0191 277 7038
Please return your completed form to:

wardgrantaid@newcastle.gov.uk 
You can download this form as a Word document to complete and return by e mail by going to https://www.newcastle.gov.uk/get-involved/doing-more-in-your-city/grants-and-funding   Guidance notes to help you complete the form are also available there
Before you sign the form - have you enclosed the following?

This checklist is for your own use and does not need to be sent in with your application.

	The following documents should be submitted with every application:
	attached

	A recent bank statement (less than 3 months old)
	(

	Front covers of current relevant insurance documents showing the period the policy covers
	(

	Evidence to support costs of project (e.g. written estimates)
	(

	List of postcodes (preferably in the form of a Word document or Excel spreadsheet)
	(

	The following documents need to be submitted if you have not already submitted them with a previous application:
	attached
	Previously submitted

	Governing document (e.g. constitution, articles of association, or terms of reference)
	(
	(

	Equalities & diversity policy/equal opportunities statement
	(
	(

	The following documents need to be submitted if they are relevant to your application unless you have already submitted them with a previous application:
	attached
	Previously submitted 
	Not applicable

	Policy for safeguarding children & young people
	(
	(
	(

	Policy for safeguarding vulnerable adults
	(
	(
	(

	The following documents need to be submitted if applicable to this application
	attached
	Previously submitted 
	Not applicable

	Risk assessment form if you are holding an indoor public event
	(
	(
	(

	Event checklist - if you are holding an outdoor event
	(
	(
	(


Ward Committee Grant Aid

Grant Aid Conditions 


	Standard grant conditions



	All Grants awarded are subject to the following conditions:



	1
	Funds allocated from the Ward Committee budgets can only be used for the purpose for which they are approved. Any change of purpose must be agreed in writing by the Ward Committee.  Failure to comply with these conditions could put future funding at risk.  Where necessary appropriate action will be taken to recover funds.



	2
	The organisation seeking grant aid must be prepared to comply with the grant conditions detailed in this document, and to any other conditions that the City Council may deem reasonable to impose.



	3
	Ward Committees may impose conditions which are additional to these standard conditions. Details of such conditions will be contained in the confirmation letter.



	4
	Provision must be made for up to date financial records to be kept by the organisation, and for those accounts to be audited annually by a competent person independent of the organisation.



	5
	The organisation must be prepared (on request) to allow the City Council access to all financial records, including statements, returned cheques and cheque stubs.  Where necessary the organisation will give permission for the City Council to obtain, directly from its bank or building society, information about detailed transactions from any of its accounts.



	6
	The organisation must keep and submit all receipts for expenditure occurred for the project which has been funded.



	7
	The organisation shall report back to the City Council on the implementation of the project for which the grant was made within 28 days of the project being completed or when requested.  This may include a breakdown of how the grant was spent, backed up by copies of relevant receipts.  Organisations will also be asked to complete a simple monitoring form. 


	8
	At the end of the project, or in the case where an organisation ceases to exist, or if an organisation ceases to provide a service in the area the organisation shall notify the City Council of the same and if so requested return any equipment or unspent grant.



	9
	Equipment or assets that have been bought or improved by a grant must not be sold or disposed of without first getting the City Council’s agreement in writing.  The City Council may attach a condition to any such sale that you repay all or part of the grant used to purchase or improve the equipment or asset.



	10
	The organisation must not give misleading, dishonest or inaccurate information during the application process or the term of the grant agreement.



	Where there is a breach of any of these conditions the City Council reserves the right to claim back any equipment or grant aid. Failure to comply with these conditions may also mean that you will not be able to apply to ward committees for funding in the future.



16

