
Thetford Town Council Grants Giving Policy 
Details of Small Grants Programme 
 
	About Thetford Town Council Grants 

	Thetford Town Council has the authority to make grants under the Local Government Act 1972 (Section 137), which allows a local authority to spend a limited amount on activities for which it has no specific power but which the Council considers ‘will bring direct benefit to the area, or any part of it, or all or some of its inhabitants’. Thetford Town Council grants are made for the benefit of people and projects local to Thetford.  Applications will only be accepted from not-for-profit organisations and charities, which operate within the town boundary or provide direct benefit to all or some of the town’s residents.   
Thetford Town Council has a limited budget available to support community groups and therefore only one application per group will be granted in any one financial year. The Council will at all times prefer to support as many different groups as possible with the resources available. Councillors decide on an annual basis the budget for grant allocations each year and requests usually exceed the amount available. It is therefore very important that all questions on the application form are answered as fully as possible and that the application includes the information and documents requested on the form. 
The Town Council’s Grants Scheme aims to support organisations that provide any of the following benefits to Thetford :- 
· Environmental projects and improvements. 
· Promotion of sports & healthy lifestyles. 
· Provision of arts, cultural and historical activities. 
· Organisation of events and activities that promote the town of Thetford.  
· help to vulnerable groups, e.g. people on low incomes, elderly, organisations working with participants who have a disability. 
 
Please note the following:- 
· Applications from organisations working with 0-18 year olds are particularly welcome.  
· Applications from residents groups are particularly welcome where they can demonstrate a need for extra funds. 
· The Council could favour applications from organisations that have not received a grant before. 
· The Council could favour applicants that show evidence of other fund-raising activities or where a Town Council grant is being used as match funding. 
· The Council could favour applicants that show they are requesting funding that will provide benefits in the short medium term and long term. 
 
Groups working with young people and/or vulnerable adults will be required to have protection policies in place (Examples are available from the Town Council Office).  Applicants will also be expected to demonstrate that they have adequate public liability insurance for their organisation.  Information on where to obtain information on public liability insurance is available from the Town Council Office. 
 

	Small Grants Scheme £500 

	This grant scheme is for small projects and start-up costs for organisations. Applications will be considered on a first-come first-served basis between 1 April and 31 January.  The decision will be made by councillors within two months once all the relevant paperwork being received. This grant is for new activities/services/equipment/events and not normally for routine general maintenance or running costs. If the budget runs out for small grants at the end of the financial year your application may be held until the new financial year. 

	Who can apply? 

	Any organisation or group, whether incorporated or not, can apply for a grant provided the organisation or group provided that it: -  
· is a not-for-profit group or charity operating for the benefit of the community in Thetford; 
· has aims and objectives that are clear and well defined and are real benefit to the community of Thetford; 
· seeking funds to specifically use to further its aims and objectives; 
· can demonstrate that it is aware of health and safety requirements; 
· has a working child protection and/or vulnerable adults protection policy if working in this area; 
· can use the grant within one year.  We recognise that project timescales can slip for good reasons – we would expect to be informed of any problems and an extension to be agreed if there are special circumstances.  If a project does not ultimately proceed as planned we would expect the grant to be returned; 
· has a bank account in the name of your organisation or group. Ideally there should be more than one signatory. 
This information will need to be provided and/or confirmed in your application.

	Information to be provided by only new organisations or groups that have been established for less than 12 months at the time of making an application 

	· Why you wanted to start the new group and a copy of your draft constitution, founding document or set of rules signed by an officer of your organisation. 
· How the organisation is managed and who is on the governing body. 
· Evidence of any support from people wanting to join or run the group. 
· Details of how you know there is a need for the activities/services you want to offer. 
· As new a new organisation or group you will not be able to provide a set of accounts for last year. However, we would need to see at least 3 continuous months of bank statements and an estimate of your income and expenditure for your first year. 
This information will need to be provided and/or confirmed in your application. 

	Information to be provided by only well-established small and unincorporated organisations or groups with an annual income of less than £2,000 

	· A copy of your constitution, founding document or set of rules signed by an officer of your organisation. 
· How the organisation is managed and who is on the governing body 
· A summary income and expenditure statement for the past financial year supported by copies of bank statements.  Once assessed, the bank statement copies will be shredded. 
 
This information will need to be provided and/or confirmed in your application. 

	Information to be provided by well-established incorporated organisations or groups with an annual income of more than £2,000 

	· A copy of your constitution, founding document or set of rules signed by an officer of your organisation. 
· How the organisation is managed and who is on the governing body 
· A set of annual accounts verified by a person independent of the organisation or group.  The name and address of the person verifying the annual accounts must be clearly set out. 
If your organisation is registered with the Charities Commission, then this information need not be provided as the Council will review the documents in the public domain held by the Charities Commission.  Your organisations Registered Charity Number will need to be provided.  
 
This information will need to be provided and/or confirmed in your application. 

	What will not be funded? 

	· Applications will not be considered from “upward funders”, i.e. local groups whose fund-raising is sent to a central headquarters for redistribution. 
· Applications will not be considered from national organisations or local groups with access to funds from national “umbrella” or “parent” organisations, unless funds are not available from their national bodies, or the funds available are inadequate for a specific project. 
· Religious activities and political parties/activities however applications from religious groups will be considered where an ongoing benefit to the wider community can be demonstrated irrespective of their religious beliefs. 
· Applications from education, health or social services establishments will be considered where it is not a statutory responsibility and the organisation can demonstrate that it is working in partnership with other groups and where there are ongoing benefits to the wider community.  
· The Council is prevented by statute from giving financial assistance to individuals.   
· Grant applications will not be made retrospectively. 

	When a grant will have to be repaid 

	You will also be asked to complete a simple report to say how you used the grant and to confirm that the money has been spent as agreed. 
If there is a serious breach of the terms and conditions, or the group ceases to operate before the funds have been spent, or if a project does not proceed as planned, the grant must be repaid.  Anyone found to be acting dishonestly in making the application or spending the grant will be reported to the Police and may be prosecuted. 

	Data Protection Act 1988 information 

	In signing the application form, you give permission for Thetford Town Council to use the information that you provide: 
· For establishing your entitlement to a grant;
· Inclusion on a computerised register maintained by Thetford Town Council; and during the life of a grant, if awarded, to administer and analyse applications and grants;
· Your application will be shared with councillors in order that they can make an informed decision;
· The details of your application may be made public. However, individual contact details or bank information will not be published. 

	The decision-making process 

	We aim to make our grant making and assessment process as open and clear as possible.  Councillors will receive a copy of your application and it will be discussed at a public meeting of a Council Committee. 
Once the grant has been approved, applicants will be required to sign an agreement with the Council before any funds can be disbursed.  A sample agreement is attached 


 
 The information in these notes could change from time to time.  Policy and regulations on distributing funds may also change.  We reserve the right to amend any policy, procedures and assessment criteria and will aim to inform actual or possible beneficiaries. 
The application form does not necessarily reflect all the information used by the Committee to decide on applications.  The Committee may seek additional information to check your application and organisation.   
Please do not hesitate to contact the Deputy Town Clerk if you would like to talk through the application form before completing it. accounts@thetfordtowncouncil.gov.uk  Tel No 01842 754247 
Please submit all enquiries and completed application forms to either: 
By post: -  
The Deputy Town Clerk 
Thetford Town Council 
Carnegie 
Cage Lane 
Thetford 
IP24 2DS 
 
Or 
 
By email: - accounts@thetfordtowncouncil.gov.uk 



THETFORD TOWN COUNCIL GRANT FUND
SMALL GRANTS APPLICATION FORM £500 

	Section 1 – Confidential Contact details. 
This information will not be shared with the public but will be shared with Councillors and Council staff.

	Name of Main Contact for Correspondence:   


	Contact Phone Number:


	Address:	




	Postcode: 


	Email address: 


	Bank Details

	Name of account:


	Sort Code:


	Account Number:


	Names of Cheque Signatories:


	Payment will only be made by BACS.





	Section 2 - About Your Organisation or Group
This information will be shared with the public, Councillors and Council staff.

	Is your organisation or Group a Registered Charity or Company? 
If yes, please provide Charity Number or Company Number: 
If yes, please proceed to Section 3.

If no, please provide the remaining information in this Section of the Application Form.

	Name of organisation or group



	What does your organisation do? (For new organisations say what you plan to do)






	Date when was your Organisation established?

	What is your annual turnover for the last 3 years?

	Have you received grant funding from Thetford Town Council before? If yes how much and what was it for?

	How many members do you have from Thetford?  (For new organisations say how many you think you will have)
Please put the numbers of the different ages in the boxes below.

	0-5
	
	6-18
	
	19-30
	
	31-59
	
	60+
	



	Section 3 - About Your Project
This information will be shared with the public, Councillors and Council staff.

	In a maximum of 150 words tell us about your planned project, what it will achieve if it is successful and what difference it will make to the people of Thetford.















	
Amount required £_________________________

	
Total Project Cost £________________________


	Have you or this group applied for or received any other grant for this project?  No /Yes 

Applied from: 

Received from: 


	Can you tell us how you will use any grant money received from Thetford Town Council?


	How will you know if your project has been a success?



	Section 4 - About Your Budget
This information will be shared with the public, councilors and council staff.

	Please supply details and costings (Attach separate sheets if required)
Budget: This budget should be for the total cost of the activity you are applying to do. Please be as accurate as you can, as you may be asked to explain any amount which is unclear. Attach a separate budget sheet if you have done this work already. Please also provide quotations of the proposed items of expenditure you may use.  

	A Expenditure items
	Cost (£)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	B Total Expenditure (must be sum of A above) 
	£ 

	C Other Income Sources (state from whom, and whether confirmed) 
	Total £ 

	From your own resources (including public fundraising) 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	D Sum requested from Thetford Town Council
	£

	E Total Income (must be sum of C & D above) and equal to figure in B
	£

	Section 5 - Declaration
This information will be shared with the public, councillors and council staff.

	I confirm I have read the “Grants Policy” and I have provided the following information in order that the application can be processed without delay (please tick): 

	|_|
	Application form with all questions completed.

If not registered with the Charities Commission or Companies House and an application has not been made in the past 3 years, please also provide the following information.

		

	|_|
	A copy of the organisation’s or group’s financial information as set out in the “Details of Small Grants Programme” in the Council’s Small Grants Giving Policy.

			

	|_|
	A copy of the organisation’s or group’s signed Constitution, founding document or Set of Rules.

		 

	|_|
	If an applicant’s activity involves contact with children or vulnerable adults, then a copy of the relevant Child/Vulnerable Persons Protection Policy.

		 

	|_|
	Banks details sort code and account name and number.  Details of cheque signatories must be provided where requested.

		

	I have read the Council’s criteria for the awarding of a donation and am satisfied that this application meets these.  I certify that, to the best of my knowledge and belief, the information provided is correct and complete.

	Signed:

	Date:

	Print Name:

	Position:


Please return the completed form, together with any supporting documents to:
Thetford Town Council, The Carnegie, Cage Lane, Thetford, Norfolk, IP24 2DS
A scanned copy can be emailed to: accounts@thetfordtowncouncil.gov.uk


