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APPENDIX C
Join the Docks 

Community Conversation

SMALL GRANT
FUNDING APPLICATION FORM 
[image: image1.png]=
== Royal ' MAYOR OF LONDON
wmm Docks "





Introduction
Please read the Join the Docks Conversation Guidance Notes carefully to help you complete your application. If you have any questions or you need advice about your application, please speak to us before you apply. Please be ready to describe your activity clearly to us. This will help us to give you good advice and will save time. 

Contacting us

To contact us, you should email royaldocks@london.gov.uk
*[If you are disabled (or are affected by an impairment such as dyslexia) and require communication support to help you fill in your application, please contact team on royaldocks@london.gov.uk to find out about how we can help.

This form 

This application form gives us information about you /your organisation, what you are applying for, and your budget.
Deadline

The deadline for your submission is Monday 22 July.
Please do not remove any pages from the form.

In this application form you must answer all of the questions and you must also provide all of the details and supporting documentation.  If you fail to do so we cannot assess your application.

The checklist in section I of this form tells you what to send in with your application. Please email your application to: royaldocks@london.gov.uk or send your completed application to:

Join the Docks Conversation

Royal Docks Team 

The Crystal 

Royal Victoria Dock

Siemens Brothers Way

London E16 1GB

NB: Please note that decisions in respect of grant funding (if any) are subject to a formal decision-making process. You must not place any reliance whatsoever on the support of the Royal Docks Team until formally notified in writing and your authorized signatories have executed and returned a funding agreement which we will provide if you are successful. Accordingly, any expenditure that you incur and/or to which you commit (including that which you have incurred or committed to in relation to the preparation of your proposal for funding) prior to formal notification and execution and return of the funding agreement is incurred and/or committed entirely at your own risk.    This application form contains the following sections
This application form contains the following sections
Section A — About your Organisation

Section B — Contact with us

Section C — About your project
Section D — Finance 

Section E — Permissions, policies and risks

Section F —Monitoring Information
Section G — Declaration

Section H — Checklist

Section I — Conditions of Grant

Section A — About your organization 

1.
For the purposes of this application one named and suitable authorised individual must take the lead and have the main responsibility for managing the application and any grant. If you are the person taking the lead, please enter your name and contact details below. 

	Name of the main contact person      

	Position      

	Phone number, including area code:      

	Mobile number:      


	Email address      


2.
Tick one of the boxes below to describe your organisation’s status.

	  
	 Company limited by guarantee 

	
	

	  
	 Company limited by shares 

	
	

	  
	 Community Interest Company (CIC) ) 

	  
	 Partnership 

	  
	 Local authority 

	  
	 Trust or foundation 

	  
	 Unincorporated group 

	  
	 Other (Please give details below in no more than 10 words.) 

	


3.
Are you a registered charity?

	  
	Yes

	
	

	  
	No


	If so, what is your charity number?      

	


4. 
What is the full name of your organisation, its full registered address, full trading/operational address if different from the registered address, and registration number.          

	


5.
What are the principal purposes/objects of your organisation and how long has your organisation been in existence?  

	


Section B — Contact with us
6.
How did you hear about the availability of grant funding:   _____________________________
7.
If you have discussed your activity with any of our staff, please tell us their name (or names), if you know, and which team they work in. 
__________________________________________________________________________
8 Are you related to or do you have any contact with any of our staff and if so, please tell us about your relationship with then and their name (or names) and which team they work in. 
__________________________________________________________________________
Section C — About your proposal
9.      What is the name of your project?
We will need a project name. You can change it later for publicity purposes if you want to. Your project name should be relevant to your proposed activities and memorable.  

___________________________________________________________________________

10.       Where will your project take place?

Please give us a full address and postcode. If there is no postcode for the site, please provide the postcode of the nearest building. If your project happens in more than one place, please add the address of all locations you’ll be working in, with the main location first.

___________________________________________________________________________

11.      Type of project

Tell us which type of project best fits your proposal e.g. workshop, community event, crafts
____________________________________________________________________________

12.      Project start and end dates
Please tell us when your project will start and finish?  We realise dates may change slightly, however they must be delivered within timescales for delivery agreed as part of the grant criteria.
____________________________________________________________________________

13. Tell us about you or your organisation and your ability to run this project

Briefly describe your regular activities and who is usually involved. Please tell us what you have done in the past that will help you make this project happen. 

____________________________________________________________________________

14. Are you working with anyone else on this project?
Please tell us if you are or will be working with any other organisations or groups to run your project. Please also tell us what they will be doing.
_____________________________________________________________________________

15. Tell us about your project?  

Please tell us what the project is and what you want to do. 
You may want to think about some of the following:

· Describe your overall idea 

· What activities you will be doing – workshop, event, art project etc
· Who will lead the project and what is their experience?

· How the project meets the funding criteria?
· How will the project help inform plans for the Royal Docks?
___________________________________________________________________________

16. Who will be involved in your project?
Please tell us who your project is for by ticking as many groups as applicable. We are keen to hear about how your project connects with different sections of the community. We will use this information to report against and may, at times, prioritise those applications that reach groups we’ve not funded before.

	Black, Asian, and minority ethnic Londoners 
	

	Cared for children or care leavers
	

	Young people
	

	Disabled people
	

	Gypsies and Travellers
	

	Homeless people or rough sleepers
	

	LGBT + People
	

	Older people (aged 75+)
	

	People in lower socio-economic groups
	

	People with experience of the criminal justice system
	

	People without qualifications/long term unemployed
	

	People/Households on a low income
	

	Refugees and asylum seekers
	

	UK armed forces veterans
	

	No specific group
	

	Other
	


16.a.
If other, please detail this here:
____________________________________________________________________________________

17. What are the age ranges of the people who will benefit from your activity? 

Tick all relevant boxes. 

	  
	All age ranges 

	  
	Children under five 

	  
	Children aged five to 11 

	  
	Young people aged 12 to 15 

	  
	Young people aged 16 to 19 

	  
	Young people aged 20 to 24 

	  
	Adults aged 25 to 64 

	  
	Adults aged 65 and over


18.
Tell us how many activities will happen and how many people will be involved in your project?
Estimate as best you can – we will ask you again at the end of your project, but it’s okay if they’re different.
____________________________________________________________________________________

19.
How will you promote the event to secure good attendance?
___________________________________________________________________________________
20.
Would you like to receive any of the Royal Docks Team’s consultation tools to help you reach and engage local people.  Please tick all that apply (see appendix D for more information on the tools)
	  
	Canvas cards 

	  
	Questionnaire 

	  
	Wheel of fortune 

	  
	Big Ideas map 

	  
	Information Leaflet

	  
	Poster


21.
Please tell us about other consultation and engagement tools, techniques and methods you will use?
________________________________________________________________________________________

22. 
Tell us which of the Join the Docks community conversation priorities your project meets. 

Tick as many as you like, but one will do if that fits best:
	Engaging a large cross section of the community 
	

	Involving a smaller, more targeted section of the community
	

	Trialling new methods of engagement and participation
	

	Creating shared experiences to bring people together
	

	Removing barriers to participation and engagement
	

	Increasing opportunities for volunteering in the Royal Docks
	

	Giving local people a chance to lead and join in with local projects
	

	Helping to create a shared sense of purpose and civic pride
	


Section D — Finance Details
We use the information in this section to assess your application.

The spending (expenditure) and income for your activity should match. Please use full pounds only and no pence (for example, ‘£1,167’). Please check your figures carefully. If you do not fill in this section correctly, we cannot assess your application. Please write N/A if not applicable.
23.
Are you registered for VAT (value added tax)? 

	  
	Yes, (please state VAT number)    GB

	
	

	  
	No


24.
Tick the category that most closely describes your organisation? 

	  
	Amateur or voluntary organisation 

	
	

	  
	Professional organisation 

	
	Other                    Please specify ___________________________________________


25.
What year was your organisation formed?
	Year      


26.
Please provide a copy of your organisation’s set of audited accounts for the last financial year.
If you are a new organisation please estimate your income for the first year, over the following headings.

	Sources of Income
	£

	Fees and Charges


	

	Local Authority Funding


	

	Other Public Funding


	

	Other Income


	

	Total
	



If you are an individual do you have a bank account in your name?  

If you plan to nominate another organisation to accept funds on your behalf, please name them here and explain their relationship to you. 

      ____________________________________________________________________________________


If you are an individual, please provide contact details for two referees:
(i) ___________________________________________________________________________

(ii) ___________________________________________________________________________
27.
How much funding are you applying for?

	


28.
You are not required to have additional funding but if you do tell us about it?
	


29. 
How will you spend your grant?


(Please list how you will spend your grant in the table below.  It might be helpful to group items together under headings i.e. ‘marketing costs’, ‘professional fees’, ‘space hire’, etc.  The cost should be the TOTAL cost for each item, not the amount that will be covered by the Join the Docks Community Conversation funding.


Activity Cost Breakdown
	
	Expenditure Funded by the Royal Docks
	Expenditure Funded from Other Sources (please specify sources in table below)

	
	£
	£

	Please state the activity area and the type of expenditure to be incurred.

For e.g.

Activity
Marketing costs
Space hire

Translators fees 


	
	

	Total


	
	


	Other Income Sources 
(please state the name of the organisation)
	Amount

£

	Local Authority grant
	

	Other Public Sector 
	

	Other Income
	

	TOTAL
	


Other Sources of Income, if applicable. 
Section E — Permissions, policies and risk
	 
	 
	 

	 
	You will be responsible for meeting all statutory regulations. This can include Health and Safety; protecting children, young people and vulnerable adults; and maintaining relevant insurances. If you are successful, we may request copies of documents before we release any funds to you.
(Some projects may require special permission or licenses. For example, if you’re putting on a performance, you may need a license from your local authority. If you’re working with children or vulnerable persons, you will require a safeguarding policy. For many activities you will need to look at Health and Safety procedures and Risk Assessments. If you are successful in applying for funding, we will ask for copies of permissions, policies and licenses before releasing any funds. Please give us details of any permissions or licenses that your project might need.  If you’re unsure if you require any specific permissions, we can give you further guidance via email or phone).
	 

	 
	 
	 

	 
	30.     Your project may need permissions or licences to be delivered. If so, what steps have you taken to identify these and/or make sure these will be in place for when your project starts? 

	 

	
 
	________________________________________________________________________________________


	 

	 
	31.  Your project may need certain authorisations/insurance, such as public liability insurance, child safeguarding, DBS checks etc. If it does, what steps have you taken to identify these and/or make sure these will be in place for when your project starts?

	 

	
 
	________________________________________________________________________________________

	 

	 
	32. Your project may need you to consider health and safety and risk management of events, activities etc. If it does, what steps have you taken to identify these and/or make sure adequate policies/measures will be in place for when your project starts?
_______________________________________________________________________________________


	 

	
 
	

	 


Section F — Monitoring Information 

In this section, you must fill in all the questions. 

We may use this information to monitor the different backgrounds of people who receive grants. We will not use this information to assess your application. If you do not know some of the information or prefer not to provide it, you can tick the ‘Not known/ Prefer not to answer’ box. 

33. 
How many employees are there in your organisation?

	Total number      


34.
We define an organisation as being ‘Black and minority ethnic led’ if at least 51% of the senior managers, management committee, board, governing body or council define themselves as Black or minority ethnic. Please give the number of senior managers and members on your management committee, board, governing body or council who are from the following groups. 

We may use this information to monitor the different backgrounds of employees of organisations that receive grants. We will not use this information to assess your application. Give numbers for each group in the boxes below. 



White 








Number

	British 
	     

	Irish 
	     

	Any other white background
	     



 Asian or Asian British
	Asian Bangladeshi 
	     

	Asian Indian
	     

	Asian Pakistani
	     

	Any other Asian background 


	     


   Black or Black British 






Number

	Black African
	     

	Black Caribbean
	     

	Any other Black background
	     


	Chinese
	     

	Asian and white
	     

	Black African and white
	     

	Black Caribbean and white
	     

	Chinese and white
	     

	Any other background from more than one ethnic group
	     

	Any other ethnic group (Please give details below.) 
	


	


	Not known/Prefer not to answer 
	     


35.
We define an organisation as being ‘disabled led’ if at least 51% of the senior managers, management committee, board, governing body or council consider themselves to be disabled. Please give the number of senior managers and members of your management committee, board, governing body or council who consider themselves to be disabled and the number who consider themselves not to be disabled.

We may use this information to report to the Government or to monitor the different backgrounds of employees of organisations that receive grants. We will not use this information to assess your application. 












Number

	Disabled
	     

	Non-disabled
	     

	Not known/Prefer not to answer
	     


36. 
We define an organisation as being ‘lesbian, gay, bisexual and/or transgender led’ if at least 51% of the senior managers, management committee, board or governing body or council identify themselves as lesbian, gay, bisexual and/or transgendered. Please give the number of senior managers and members of your management committee, board, governing body or council who identify themselves as having the following sexualities. 












Number

	Bisexual
	     

	Gay
	     

	Heterosexual
	     

	Lesbian
	     

	Transgender
	     

	Not known/Prefer not to answer
	     


37.
Please give the number of senior managers and members on your management committee, board, governing body or council who are from the following groups. 












Number

	Male
	     

	Female
	     

	Not known/Prefer not to answer
	     


We may use the information requested in questions 25 and 26 to report to the Government or to monitor the different backgrounds of employees of organisations that receive grants. We will not use this information to assess your application. 

Section F — Declaration

Data protection and freedom of information
As a public organisation we have to follow the Data Protection Act 1998 and the Freedom of Information Act 2000. We have a data protection policy, which is available from our website at www.royaldocks.london
We also have a Freedom of Information policy which is also available from our website at www.royaldocks.london
By signing this application form, you agree to the following

38.  We will use this application form and the other information you give us, including any personal information, for the following purposes.

• To decide whether to give you a grant.

• To provide copies to other individuals or organisations who are helping us assess and monitor grants, including local authorities, other lottery distributors and organisations that award grants. After we reach a decision, we may also tell them the outcome of your application and, if appropriate, why we did not offer you a grant.

• To hold in our database and use for statistical purposes.

• If we offer you a grant, we will publish information about you relating to the activity we have funded, including the amount of the grant and the activity it was for. This information may appear in our press releases, in our print and online publications and in the publications or websites of any partner organisations who have funded the activity with us.
39.  You have read the data protection and freedom of information policies and accept how we generally plan to treat your application and other related information if someone asks to see it under the Freedom of Information Act 2000. 

	  
	Tick this box if you consider that we should treat your proposal as confidential information. 


	  
	Tick this box if you consider that we should treat your financial information, such as your budget and any business plan, as confidential information.


	  
	Tick this box if there is any other information you have provided that you consider to be confidential information. You must tell us what that information is and give us your reasons below or in a separate letter. If you are sending us a separate letter, please write ‘Letter included’ below. 


	


40. If we offer you a grant and you have ticked any of the boxes above, we would generally treat that information as confidential until your activity ends (according to the date you gave us in this application). 

	  
	Tick this box if you consider that we should treat that information as confidential after your activity ends. You must tell us what that information is and give us your reasons below or in a separate letter. If you are sending us a separate letter, please write ‘Letter included’ below. 


	


41. You agree that we can keep you informed of our work and pass your contact details to organisers of marketing activities, conferences and training events. 

	  
	Tick this box if you do not want us to keep you informed of our work. 

	
	Tick this box if you do not want us to pass your contact details to organisers of arts marketing activities, conferences and training events. 


Section G — Conditions and Guidance
      The activity must be delivered within the Royal Docks OAPF area.

· The activity must take place in August and September.

· The activity must be free

· The Fund may not be used to promote any religion or religious activity.

· The Fund may not be used for the purchase of alcohol.

· The Fund may not be used to subsidise fundraising activities.

· The activity organisers must not use any part of the Fund to support any political party, or to engage in any publicity that could reasonably be regarded as designed to affect support for a political party.

· The applicant should be able to demonstrate a strong connection with the local community in the Royal Docks area of Newham.

· No member of the applicant’s organising group / management committee shall receive payment for services from this Community Fund.

· The activity must be non-profit making, providing a clear statement in this Application Form of its aims and objectives.

· This application must focus on how a project, activity or event will be able to integrate community consultation into a community engagement event, with people living and working in the Royal Docks.

· The activity organisers must include audience feedback, monitor attendee numbers, and share these with the Royal Docks Team within 2 weeks of the activity.
· The project, activity or event must be inclusive of all sections of the Royal Docks community and ensure it operates good practice in equal opportunities. Exceptions can be made, even encouraged, though, where the Fund is being used to engage a specific, often-unheard section of the local community. This includes, but is not limited to: BAME, disabled, LGBTQ+, elderly, small business owners, service-users.

· The activity organisers must comply with all legal requirements in relation to employment, insurance, health and safety, child and vulnerable adult protection, service delivery, premises, and other relevant matters.

· The Fund must only be used for the purposes the applicant has set out in the application form or approval correspondence with the Royal Docks Team.
· The Fund cannot be used to cover expenditure made before the date of your offer notification. Proper and appropriate financial and accounting records must be in maintained.

· Any allocation from the Fund must be spent, then accounted for within 2 weeks of completion of the project activity and submitted with other required project monitoring information.

· Monitoring information must be provided as specified in the Fund and access given to the documentation in order that the Royal Docks Team may carry out monitoring and evaluation duties as and when appropriate.

· There is a limit of one application per individual, group or organisation.

· If you are applying on behalf of an organisation, we will require the organisation’s bank details if a grant is awarded (we will ask for this information on headed paper, signed by a senior member of your organisation).

· The Fund must be used solely for the purpose as laid out in guidance.

 Section H- Checklist

We can only assess complete applications. If your application is not complete, we will not assess it. Before you sign your application and send it to us, please check the following to make sure your application is complete. 

	  
	Have you answered all of the questions in the application form? 


	
	Have you enclosed copies of all the supporting documentation listed below?


· a signed copy of your organisation’s most recent audited accounts;

· a statement of organisation’s current turnover, profit and loss and cash flow position for the most recent full year of trading/operations (signed as correct by your Chief Financial Officer) where this information is not available in audited form;

· a statement of organisation’s cash flow forecast for the current year;

· a statement of organisation’s budget the current year;

· copies of the organisation’s public liability and employer’s liability insurance policies; and    

· a copy of your organisation’s financial regulations.         

The Royal Docks also reserves the right to require further information upon request


Remember to sign and date this form.

I confirm that the organisation named on this application has given me the authority to sign this application on their behalf.

I confirm that the activity in the application falls within the powers of the organisation’s constitution or memorandum and articles of association (the legal document setting out the rules governing the organisation).

I confirm that, as far as I know, the information in this application is true and correct.

	Your signature


	Name

(Use capital letters) 



Day
/
Month
/
Year

	
	
	
	
	
	

	Date
	     
	/
	     
	/
	     


Please send your application by Monday 22 July 2019 to: royaldocks.london.gov.uk 
Good luck with your application
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