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MINUTES OF A MEETING OF
THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
held remotely via Zoom on Wednesday 31 March 2021 at 6.00 pm
Councillors
C Hooper (Chairman)
N Houghton
L Lowton
R McLaverty-Head
J Satterthwaite
A Stitt
S Taylor (substituted for Cllr Dallow)

In attendance
Linda Blake - Town Clerk
Louise Wall - Minute Clerk
Marie Henry – Citizens Advice SW
Tiffany Hoskins – Reaction Theatre Makers
Katie Day – The Other Way Works

Absent
J Dallow (apologies)
N Mills (apologies)
J O’Donnell (apologies)
P Tuthill (apologies)

128.

APOLOGIES FOR ABSENCE
Apologies for absence from Cllrs Dallow, Mills, O’Donnell and Tuthill were
NOTED.

129.

DECLARATIONS OF INTEREST
Cllr Clive Hooper – item 5, small grants application – Cllr Hooper is a Vice
President and former Chair of the Malvern Civic Society.

130.

MINUTES OF PREVIOUS MEETING
It was RESOLVED that the minutes of the following meeting be approved and
adopted as a correct record of the proceedings, to be signed by the Chairman in
due course:
➢ Policy and Resources Committee meeting 17 February 2021.
PUBLIC PARTICIPATION
Katie Day, Artistic Director of The Other Way Works, spoke in support of the grant
application at agenda item 6. Reaction Theatre Makers have applied for a large
grant of £1500 to commission Birmingham-based theatre company The Other Way
Works to develop a new audio experience for individuals and families based
around the bandstand in Priory Park. Katie Day explained that the company
creates playful theatre that immerses audiences in a story; the bandstand project
tells fictional stories based on historical accounts from local residents, and these
podcasts, lasting ten to fifteen minutes, can be downloaded onto mobile phones
for people to listen to whilst visiting the bandstand. Tiffany Hosking from Reaction
Theatre Makers wanted to bring this to fruition for Malvern’s bandstand in Priory
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Park, as part of the FEAST festival which this year will be held in September, with
the podcast being available for at least a year afterwards. She believed this
family-friendly project would engage local people as well as bring tourism into the
area.
Members of the committee then asked various questions. Some thought that the
total project cost of £12,500 was very high to provide a ten-minute podcast, but
Katie explained that the costs covered several phases of development including
the employment of professional artists, writers and composers. The consultation
phase would involve going out into the community to interview members of the
public and local history groups, which would take time. The Chairman thanked
Katie Day and Tiffany Hosking for attending the meeting and making their
presentation. The grant would be considered later in the meeting.
131.

MALVERN TOWN COMMUNITY SUPPORT GRANT – CITIZENS ADVICE
BUREAU
Report PR01/21 was received and accepted.
The Town Clerk explained that a grant has been awarded by MTC to the Citizens
Advice Bureau (now Citizens Advice South Worcestershire, CASW) for many
years under a long-term agreement which has been renewed every three years.
The current application is for the same amount as the previous agreement and full
supporting documentation was available to Councillors upon request.
Marie Henry, CEO of the CASW attended the meeting in support of the application
and to answer questions from members. She explained that the service offers
trusted advice to people in the Malvern Hills and Wychavon area, with at least one
third of the people they see living in Malvern, and the central position of the offices
in the middle of Pickersleigh ward meant that people could walk there. As part of
a national organisation, they have increased powers to lobby for change but still
provide a local service. They rely on the generosity of local councils to supply
funding so they can meet the increasing need for their services.
Committee was asked to consider awarding a community support grant to the
Citizens Advice SW of £15,500 per annum for three years.
Members agreed that the CASW offered a vitally important service, even more so
with the effects of the ongoing pandemic, and that it should be supported by a
Town Council grant.
It was AGREED that the amount of the grant should be increased to £16,000 per
annum for three years.
It was RECOMMENDED that a grant of £16,000 per annum for three years be
awarded to the Citizens Advice South Worcestershire.

132.

SMALL GRANTS SCHEME, 2ND ROUND 2020/21
Report PR02/21 was received and accepted.
The Town Clerk informed members that three qualifying applications had been
received in this second round of the small grants scheme.
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It was AGREED to award a grant of £500 to the Lyttelton Well Limited.
It was AGREED to award a grant of £500 Malvern Civic Society.
It was AGREED to award a grant of £500 to St Richard’s Hospice.
133.

LARGE GRANTS SCHEME, 2ND ROUND 2020/21
Report PR03/21 was received and accepted.
Seven qualifying applications to the large grants scheme had been received. The
Chairman reminded members that the grants scheme would be reviewed after the
completion of a year with two rounds of applications but that the existing rules
must be followed when considering the current applications.
The total amount of grant funding applied for exceeded the amount of budget
available and therefore committee discussed each grant in turn with those
considered to be the strongest being agreed first.
It was AGREED to award a large grant of £2500 to Friends of the Chase.
It was AGREED to award a large grant of £2100 to What Makes You Different
Makes You Beautiful.
It was AGREED to award a large grant of £2000 to Malvern Special Families.
It was AGREED that a large grant should be awarded to Malvern Spa Association,
but that a part award of £500 would be made.
Committee DECLINED to award a large grant of £1500 to Reaction Theatre
Makers.
Committee DECLINED to award a large grant of £2112.82 to St Matthias C of E
Primary School.
It was AGREED to defer a large grant of £2500 to The Coach House Theatre and
to invite Mr Chris Basset to the next meeting of the Policy and Resources
Committee so that more explanation of the application could be given.

134.

ARCOS LARGE GRANT 2019
Report PR04/21 was received and accepted.
The Town Clerk explained that ARCOS had contacted the Town Council to ask if
they could retain the grant awarded to them in 2019 to use for the same project
which had been delayed but would proceed in May 2021.
Cllr Nick Houghton was absent from the meeting for the following vote.
It was RECOMMENDED that ARCOS be allowed to retain their 2019 grant of
£3,500 for an outdoor play area project in May 2021.

135.

ASSESSMENT OF MALVERN TOWN COUNCIL’S SIGNIFICANT RISKS IN
ACHIEVING ITS SHORT-TERM OBJECTIVES
Report PR05/21 was received and accepted.
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The report set out risk assessments for each of the short term aims and
objectives, including a table identifying hazards which may prevent the objective
being achieved, the level of risk, consequences of failing to achieve the objective,
ways of managing the risks and an assessment of whether adequate procedures
were in place to ensure objectives are achieved.
Several issues were raised as part of the committee’s discussions and the Town
Clerk agreed to include some additional comments in the risk assessment table
and to ensure that some Town Council policies were reviewed in the forthcoming
months.
It was RECOMMENDED that the assessment of the Town Council’s significant
risks to achieving its short-term objectives be accepted.
At 7.54 pm, it was AGREED to extend the meeting from 8.00 pm for a further
twenty minutes.
136.

FINANCIAL REPORTS
The financial reports were received and accepted, along with the cash report CR1
and the bank payments schedule, both for January and February 2021.
The Town Clerk explained that the Town Council’s aim was to pay all creditors
within thirty days, but generally payments were made much earlier, as the
importance of supporting local firms via cash flow was recognised.
It was AGREED that the terms of paying suppliers would be reviewed at a future
Policy and Resources Committee meeting.
Cash report CR1 January and February 2021
Committee NOTED the cash report for January and February 2021.
Bank Payments Schedule January and February 2021
Committee NOTED the bank payments schedule for January and February 2021.

137.

VEXATIOUS BEHAVIOUR AND COMPLAINTS POLICY
Report PR06/21 was received and accepted.
It was RECOMMENDED to adopt the draft Vexatious Behaviour and Complaints
Policy without any further amendments.
EXCLUSION OF THE PRESS AND PUBLIC
It was AGREED to resolve pursuant to Section 1 of the Public Bodies
(Admission to Meetings) Act 1960 to exclude the press and public from the
meeting on the grounds that publicity would be prejudicial to the public
interest by reason of the confidential nature of the business to be
transacted.

103.

STAFFING MATTERS
The Town Clerk presented report PR07/21 and provided an update on staffing
matters to the meeting. Committee members AGREED to the job description
changes as submitted at the meeting.
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104.

DATE AND TIME OF NEXT MEETING
It was AGREED that the next meeting of the Policy and Resources Committee will
be on Tuesday 27 April 2021 at 6.00 pm.
The meeting finished at 8.19 pm.

………………………………………………
(Chairman)
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AGENDA ITEM 4
REPORT PR01/21
A REPORT OF THE TOWN CLERK TO
A MEETING OF THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
to be held remotely via Zoom on Tuesday 27 April 2021 at 6.00 pm
LARGE GRANTS SCHEME, 2nd ROUND 2020/21 – RESUBMISSION OF
COACH HOUSE THEATRE APPLICATION
1.

Purpose of report

1.1.

For decision.

2.

Recommendation

2.1.

Policy and Resources Committee is recommended to consider the Coach House
Theatre’s application for a large grant of £2,500.

3.

Background

3.1.

Policy and Resources Committee considered seven qualifying requests for
donations under the large grants scheme at its meeting on 31 March 2021.

3.2.

When considering the application from the Coach House Theatre, committee
members felt that more detail was required, and it was agreed to defer the
decision until the next meeting when the grant applicant would be invited to come
along and give a short presentation.

3.3.

The first round of the large grants scheme for 2020/21 took place in
September/October 2020 with two awards made totalling £4,848.76 and a further
£7,100 of grants were awarded during the second round in February/March 2021.

3.4.

A copy of the grant application form, officers’ marking scheme and short
supporting statement are attached at Appendix A to this report. These provide
guidance, but it is the role of the Policy and Resources Committee to review the
grant application and to decided whether to award funding.

3.5.

Members are reminded that large grants are for amounts over £500 and should
provide a significant and wide-reaching benefit to the residents of Malvern Town.
Part grants or conditions of award can be considered if the committee feels these
are appropriate.

4.

Financial Implications

4.1.

The Council set aside a total of £15,000 in its 2020/21 budget, for the payment of
large grants. This has been increased to £18,000 in 2021/22.

4.2.

Grant awards of £4,848.76 were made during the first round of the 2020/21
scheme with a further £7,100 of funds awarded in March 2021.

4.3.

Committee can award a full or partial grant to the Coach House Theatre and
remain within the allocated budget for 2020/21.

5.

Legal Implications

5.1.

The Town Council has the power to award grants under sections 137, 142, 144
and 145 of the Local Government Act 1972 and section 19 of the Local
Government (Miscellaneous Provisions) Act 1976.
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5.2.

The Town Council can also award grants using the Power of General
Competence.

End
Linda Blake
Town Clerk

AGENDA ITEM 5
REPORT PR02/21
A REPORT OF THE TOWN CLERK TO
A MEETING OF THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
to be held remotely via Zoom on Tuesday 27 April 2021 at 6.00 pm
REVIEW OF TOWN COUNCIL’S GRANTS SCHEME –
BRAINSTORMING SESSION
1.

Purpose of report

1.1.

For committee discussion.

2.

Recommendation

2.1.

Policy and Resources Committee is asked to review the Town Council’s grants
scheme for small grants, large grants and emergency grants as introduced in 2020
and to make any recommendations for changes as committee feels appropriate.

3.

Background

3.1.

Policy and Resources Committee undertook an in-depth review of the Town
Council’s grants scheme in June/July 2020. As a result, a number of significant
changes were made to improve the scheme and it was agreed that a review would
take place after the first year of the scheme had taken place to evaluate its
effectiveness.

3.2.

The current grants scheme guidance notes are attached at Appendix A to this
report.

3.3.

Officers have reviewed the changes that were made to the scheme in 2020 along
with committee comments at recent meetings and have identified eight discussion
points:
A.

Timing of the scheme
The scheme is now running bi-annually in August/September and
February/March.
Discussion point – is twice a year an improvement and are the timings
working?

B.

Emergency grants
The Special Grants scheme has been removed and replaced with
Emergency Grants for Exceptional Circumstances – it may be too early to
say whether this has been a beneficial change but there have been no
applications to date.
Discussion point – are there any comments on this change?

C.

Amounts of awards
i. Small grants up to and including £500
ii. Large grants – advisory limit of between £501 and £2,500 unless
there is a specific reason to exceed this
Discussion point – do committee members feel that these limits are suitable?

D.

Frequency of applications
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The current scheme allows an organisation to apply each year with every
application to be considered on its merits and the frequency only relevant if
there are pressures on the budgeted funds available.
Discussion point – this issue raises its head year after year; do members feel
that any additional rules need to be added or are the current rules
manageable?
E.

Nature of organisation
At present, no organisation is barred from submitting an application, as long
as it is not-for-profit and it does not break any laws but a number of
councillors have raised the issue of funding for schools.
Discussion point – do councillors wish to see any further rules introduced on
which organisations can qualify for a grant and if there are any further
exclusions?

F.

Application forms
The new application forms are attached at Appendix B to this report. The
layout having been simplified and improved.
Discussion point – the application forms have been simplified and put into a
clearer format, but are there any suggestions for additions or amendments?

G.

Assessment of grant applications by Officers
A new assessment form was created for officers to mark an assessment and
for use by councillors when deciding an award. These are attached at
Appendix C.
Discussion point – the purpose of these forms is to provide useful and
succinct information for councillors. Are there any suggestions for how this
form can be improved in order to better facilitate decision making?

H.

Any other points
The first year of the new scheme has now been completed and Policy and
Resources members have assessed and awarded small and large grants in
October and March.
Discussion point - are there any other improvements which would make your
role assessing grants easier and facilitate assessment of the grants?

3.4.

Following comments, suggestions and amendments made during the
brainstorming session, an amended grant scheme policy will be drafted by Officers
and submitted to the next meeting for final approval.

4.

Financial Implications

4.1.

The annual grants budget for 2021/22 has been set as follows:

4.2.

•

Small grants £10,000

•

Large grants £18,000

•

Emergency grants – no specific budget, funds to come out of reserves as
agreed by Full Council

Grant funding agreed during the first year of the new scheme has been as follows:
•

Small grants £2,690

•

Large grants £14,449

AGENDA ITEM 5
REPORT PR02/21
5.

Legal Implications

5.1.

The Town Council has the power to award grants under sections 137, 142, 144
and 145 of the Local Government Act 1972 and section 19 of the Local
Government (Miscellaneous Provisions) Act 1976.

5.2.

The Town Council can also use the Power of General Competence to award
grants.

End
Linda Blake
Town Clerk
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1.

MALVERN TOWN COUNCIL GRANTS SCHEME
GUIDANCE NOTES FOR APPLICANTS
Introduction

1.1.

Malvern Town Council (hereafter referred to as ‘the Council’) recognises the
immense value of voluntary and community activity and its contribution to
residents’ well-being, the local economy and the sustainability of a wide range of
services which benefit people living and working in the town. The Council’s grants
scheme is based on the principles of fairness, responsiveness to local need and
ensuring that public money is spent in a responsible manner.

1.2.

Grant applications are decided against a range of criteria set by the Council. In
order for this Council to be able to assess a wide range of very different
applications rationally and objectively, it is both necessary and helpful to specify
criteria designed to be a general indication of need, but which are not exclusive
and can be flexibly applied.
The Council expects that individuals and
organisations that it comes into contact with, will act towards the Council with
integrity and without thought or actions involving fraud or corruption.

2.

Types of grants

2.1.

Malvern Town Council’s grants scheme is made up of three categories:
Small grants
These are for amounts up to and including £500 and they are awarded twice
a year.
Large grants
These are awarded for amounts above £500 and up to an advisory limit of
£2,500. This advisory limit can be exceeded buy a very specific reason
must be stated.
Emergency grants
This scheme provides assistance to organisations where there is an
exceptional need for funding, that could not have been foreseen to fit in with
the biennial timetable as immediate or quick action is required. Examples of
these would be damage to equipment or property not covered by insurance,
action to cover hardship raised by extreme circumstances such as a
pandemic or extreme weather, or last-minute loss or withdrawal of other
funding for a project.

3.

The aims of the grants scheme

3.1.

The Council’s grants scheme is based on the principle of enabling local community
organisations to deliver activities and/or projects to the residents of Malvern.

3.2.

Malvern Town Council provides grant funding to support the following aims:
i.

To provide direct benefit to the residents of Malvern Town.

ii.
iii.
iv.
v.
vi.
vii.
viii.
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To ensure the provision of voluntary services needed by the Town’s
residents.
To enable local people to participate in/benefit from voluntary groups and
activities.
To help Malvern’s voluntary groups1 to improve their effectiveness.
To support organisations that meet the needs of people experiencing
social and economic difficulties.
To improve or enhance the local environment.
To improve access to services for all sections of the community.
To improve the quality of life of residents of Malvern Town.

4.

The eligibility of applications will be assessed against the following criteria

4.1.

The grant form must be fully completed with all of the relevant information supplied
at the point of submission.

4.2.

Organisations must demonstrate that they are run on a voluntary or charitable
basis with governance systems and financial management clearly in place.

4.3.

Applicants must demonstrate direct benefit to the residents of Malvern Town and
in the case of large grants this benefit must be of a significant value.

4.4.

All grants are offered on a one-off basis to support a particular project, event,
activity or purchase of equipment. Grants should not be for running costs.

4.5.

The funding requested must be commensurate with the benefit obtained by the
residents of Malvern Town.

4.6.

Each application will be clearly considered on its merits regardless of prior funding.
The frequency of applications will only be considered if there is a demand for grant
funding above the budgeted funds for that year.

4.7.

Applications for projects where the work has already been completed will not be
considered.

5.

Malvern Town Council will not fund the following:
a)
b)
c)
d)
e)
f)
g)
h)
i)

1

organisations that do not provide a service to the Malvern community;
individuals;
general appeals;
statutory organisations or the direct replacement of statutory funding;
political groups or activities promoting political beliefs;
religious groups where funding is to be used to promote religious beliefs;
arts and sports projects or animal welfare groups with no community or
charitable element;
projects that take place before an application can be decided;
organisations that have a closed or restricted membership;

The Town Council defines a voluntary group as a non-profit making organisation, set up and run by a
voluntary, unpaid management committee.

j)
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Malvern Town Council cannot provide funding for maintenance or
improvement of property owned by the Church.

6.

Criteria for small and large grants

6.1.

Groups wishing to receive a small or large grant will need to complete the relevant
application form and provide the required additional supporting information.

6.2.

Large grants should provide a significant and wide-reaching benefit to the
residents of Malvern Town.

6.3.

Grants must be spent within one year of being awarded. Any unspent monies left
after this time must be returned.

6.4.

Grants cannot be used to support a group’s normal running costs and this includes
staffing costs.

6.5.

Grants can only be used for the purpose stated in the application and the Council
reserves the right to reclaim any grant not being used for the specified purpose.

6.6.

Organisations must show that there is a dedicated bank account for funds to be
paid into. Payments cannot be made into an individual’s bank account.

6.7.

Should for any reason an organisation disband or the project not be completed,
the Council may ask for all or part of the monies to be paid back.

6.8.

Organisations may only submit one application at one time.

6.9.

Additional grant conditions may also be attached to any funding the Council
agrees and these will be set out in the award confirmation letter.

6.10.

Failure to comply with any conditions attached to a grant may result in a request
for the grant to be repaid and may affect future grant assistance.

6.11.

Grants are awarded at the discretion of the Council and the decision is final.

7.

Application and determination process

7.1.

The small and large grants scheme is run twice during the year, once in
August/September and again in February/March.

7.2.

Applicants are required to complete and return the application form and send with
all supporting documentation to arrive no later than 12 noon on the date stated,
either by email or in hard copy.

7.3.

Applicants are required to submit a short statement (as indicated on the grant
application form) explaining how the grant will be beneficial to your organisation
and to the community or residents of Malvern Town. This statement will be
presented to committee to assist in the decision-making process and is essential
when evaluating a grant application.

7.4.
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Town Council Officers have the right to refuse an application which has been
submitted without the required supporting information or an explanation as to why
this information has not been supplied by the deadline.

7.5.

Applications will be evaluated by Town Council Officers and then presented for
consideration and decision at the appropriate meeting of Policy and Resources
Committee.

7.6.

The full details of all grant applications will be available on file for scrutiny by any
Councillor prior to the meeting. The Town Clerk will provide a summary of the
applications for members of the Policy and Resources Committee to consider.

7.7.

Representatives from the applicants’ organisations are encouraged to arrange to
make a short presentation in support of their application at the start of the Policy
and Resources Committee as indicated on the relevant annual grants timetable on
the Town Council’s website.

7.8.

Applicants will be notified of the Council’s decision following the relevant Policy
and Resources meeting.
Those organisations who are notified that their
application has been successful must claim their grant by written request as
detailed in their award letter.

7.9.

All organisations in receipt of grants will be required to acknowledge the Town
Council's contribution on publicity/printed material.

8.

Monitoring and reporting requirements

8.1.

Groups are expected to provide Malvern Town Council with written evidence of
how the money has been spent and the benefit it has brought to the people of
Malvern. This information should be submitted in the form of a short report (no
more than 500 words), within twelve months of the grant being awarded so that it
can be presented to Policy and Resources Committee.

9.

Further information

9.1.

Further information on the Council's Grants Scheme is available at
www.malverntowncouncil.org/about-your-council/what-we-do/ or by contacting
Deborah Powell on 01684 566667 or dpowell@malvern-tc.org.uk

August 2020
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MALVERN TOWN COUNCIL
SMALL GRANT APPLICATION FORM
SMALL GRANTS are for amounts up to and including £500.
Please refer to the Town Council’s grants scheme guidance notes, available on its
website, for further details.
1.

About your organisation

Name of organisation:

Address:

Nature of organisation and charity
registration number (if applicable):
VAT registration number (if applicable):

Date organisation established:

2.

Contact details

Contact name:

Position within organisation:

Address for correspondence:

Daytime telephone:

Email address:

3.

About your application

Amount requested:

Briefly outline the reason for your
application and how the amount requested
will be spent:

£
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How will the grant benefit Malvern Town
residents/the Malvern Town community?
How many residents of Malvern Town will
benefit?
Have you received any grant funding from
the Council in previous years and if so,
please detail:
What is the planned delivery date for the
project/activity?
What arrangements are in place for the
delivery and management of this project?
4.

Financial information

Total cost of your project:

£

What funding has been secured to date £
and from where?
If Town Council funding were to be given,
are there any funds still to be secured and
what are your organisation’s plans for
raising these?
Now

Previous year

Annual income

£

£

Annual expenditure

£

£

Surplus/loss for the year

£

£

Savings/reserves

£

£

5.

Bank details

Does your organisation have its own bank
account and manage its own funds?
Sort code:

Yes

No
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Account number:

Account name:

6.

Supporting information to be included



Latest available statement of accounts.
A copy of your organisation’s aims and objectives.

A statement of no more than 500 words explaining how the grant will be
beneficial to your organisation and the residents of Malvern Town.
7.

Declaration

I confirm that I have read and agree to the conditions within the Town Council’s grants
scheme guidance notes, and that the details given above and in any supporting
information are correct to the best of my knowledge.
I understand that if successful, I will be required to confirm that any grant money has
been spent in accordance with the purpose outlined at section 3 of this form and will
provide a written report to the Council by the date requested.
I will ensure that the contribution made by the Council is reflected in any promotional
materials produced and copies of these and details of any press coverage are forwarded
to the Council.
In making this application, I declare that the organisation to which the application relates
subscribes to the principles of equal opportunities in all of its activities and is operated
on a not-for-profit basis.
Name:

Signature:

Date:

For more information or to submit your application, contact Deborah Powell on 01684
566667or dpowell@malvern-tc.org.uk
Grant applications are determined by the Council during public meetings, and this
application form will therefore appear in the public domain. If you do not wish for any of
your personal contact information to be included in the public papers, please specify when
submitting your application.
We will only use your personal information to contact you about your application, and other
sources of funding that may be applicable. To find out more, you can view our privacy
policy at www.malverntowncouncil.org/policies
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MALVERN TOWN COUNCIL
LARGE GRANT APPLICATION FORM
LARGE GRANTS are for amounts between £501 and £2,500 inclusive. If you require
a higher amount, you must state the specific reason for this limit to be exceeded.
Please refer to the Town Council’s grants scheme guidance notes, available on its
website, for further details.
1.

About your organisation

Name of organisation:

Address:

Nature of organisation and charity
registration number (if applicable):
VAT registration number (if applicable):

Date organisation established:

2.

Contact details

Contact name:

Position within organisation:

Address for correspondence:

Daytime telephone:

Email address:

3.

About your application

Amount requested (if above £2,500 please £
state specific reason for this)
Briefly outline the reason for your
application and how the amount requested
will be spent:
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How will the grant benefit Malvern Town
residents/the Malvern Town community?
How many residents of Malvern Town will
benefit?
Have you received any grant funding from
the Council in previous years and if so,
please detail:
What is the planned delivery date for the
project/activity?
What arrangements are in place for the
delivery and management of this project?
Is this a new initiative for your organisation
and if not, what are the ongoing benefits of
a repeat event or project?
4.

Financial information

Total cost of your project:

£

What funding has been secured to date £
and from where?
If Town Council funding were to be given,
are there any funds still to be secured and
what are your organisation’s plans for
raising these?
Now

Previous year

Annual income

£

£

Annual expenditure

£

£

Surplus/loss for the year

£

£

Savings/reserves

£

£

5.

Bank details

Does your organisation have its own bank
account and manage its own funds?

Yes

No
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Sort code:

Account number:

Account name:

6.

Supporting information to be included



A written constitution/set of rules that sets out the organisation’s purpose
and how it is managed.
A list of those involved in running the organisation, including trustees if
appropriate.
A copy of your most recent annual accounts or financial records showing
the balance of funds, income and expenditure. If you do not have
financial records that cover a full year, you will need to provide what
records you have currently.
A recent bank statement in the name of the organisation.
Supporting statement of no more than 500 words explaining how the
grant will be beneficial to your organisation and the residents of Malvern
Town.
A business plan or other similar document showing future plans for the
organisation.
7.

Declaration

I confirm that I have read and agree to the conditions within the Town Council’s grants
scheme guidance notes, and that the details given above and in any supporting
information are correct to the best of my knowledge.
I understand that if successful, I will be required to confirm that any grant money has
been spent in accordance with the purpose outlined at section 3 of this form and will
provide a written report to the Council by the date requested.
I will ensure that the contribution made by the Council is reflected in any promotional
materials produced and copies of these and details of any press coverage are forwarded
to the Council.
In making this application, I declare that the organisation to which the application relates
subscribes to the principles of equal opportunities in all of its activities and is operated
on a not-for-profit basis.
Name:

Signature:
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Date:

For more information or to submit your application, please contact Deborah Powell on
01684 566667or dpowell@malvern-tc.org.uk
Grant applications are determined by the Council during public meetings, and this
application form will therefore appear in the public domain. If you do not wish for any of
your personal contact information to be included in the public papers, please specify when
submitting your application.
We will only use your personal information to contact you about your application, and other
sources of funding that may be applicable. To find out more, you can view our privacy
policy at www.malverntowncouncil.org/policies
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MALVERN TOWN COUNCIL
EMERGENCY GRANT APPLICATION FORM
EMERGENCY GRANTS are for exceptional circumstances only, where the need for
funding could not have been foreseen and where immediate or quick action is
required.
Please refer to the Town Council’s grants scheme guidance notes, available on its
website, for further details.
1.

About your organisation

Name of organisation:

Address:

Nature of organisation and charity
registration number (if applicable):
VAT registration number (if applicable):

Date organisation established:

2.

Contact details

Contact name:

Position within organisation:

Address for correspondence:

Daytime telephone:

Email address:

3.

About your application

Amount requested:

Briefly outline the reason for your
application and how the amount requested

£
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will be spent:

How will the grant benefit Malvern Town
residents/the Malvern Town community?
How many residents of Malvern Town will
benefit?
Have you received any grant funding from
the Council in previous years and if so,
please detail:
What is the planned delivery date for the
project/activity?
What arrangements are in place for the
delivery and management of this project?
Please demonstrate how this application
qualifies as an emergency grant?
4.

Financial information

Total cost of your project:

£

What funding has been secured to date £
and from where?
If Town Council funding were to be given,
are there any funds still to be secured and
what are your organisation’s plans for
raising these?
Now

Previous year

Annual income

£

£

Annual expenditure

£

£

Surplus/loss for the year

£

£

Savings/reserves

£

£

5.

Bank details

AGENDA ITEM 5
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Does your organisation have its own bank
account and manage its own funds?

Yes

No

Sort code:

Account number:

Account name:

6.

Supporting information to be included



A written constitution/set of rules that sets out the organisation’s purpose
and how it is managed.
A list of those involved in running the organisation, including trustees if
appropriate.
A copy of your most recent annual accounts or financial records showing
the balance of funds, income and expenditure. If you do not have
financial records that cover a full year, you will need to provide what
records you have currently.
A recent bank statement in the name of the organisation.
Supporting statement of no more than 500 words explaining how the
grant will be beneficial to your organisation and the residents of Malvern
Town.
A business plan or other similar document showing future plans for the
organisation.
7.

Declaration

I confirm that I have read and agree to the conditions within the Town Council’s grants
scheme guidance notes, and that the details given above and in any supporting
information are correct to the best of my knowledge.
I understand that if successful, I will be required to confirm that any grant money has
been spent in accordance with the purpose outlined at section 3 of this form and will
provide a written report to the Council by the date requested.
I will ensure that the contribution made by the Council is reflected in any promotional
materials produced and copies of these and details of any press coverage are forwarded
to the Council.
In making this application, I declare that the organisation to which the application relates
subscribes to the principles of equal opportunities in all of its activities and is operated
on a not-for-profit basis.
Name:
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Signature:

Date:

For more information or to submit your application, please contact Deborah Powell on
01684 566667or dpowell@malvern-tc.org.uk
Grant applications are determined by the Council during public meetings, and this
application form will therefore appear in the public domain. If you do not wish for any of
your personal contact information to be included in the public papers, please specify when
submitting your application.
We will only use your personal information to contact you about your application, and other
sources of funding that may be applicable. To find out more, you can view our privacy
policy at www.malverntowncouncil.org/policies
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MALVERN TOWN COUNCIL
SMALL GRANTS MARKING CRITERIA

Name of organisation:
Amount Requested:
Time of Grant Application:

March 2021

Assessment of small grant applications is made against the following five criteria, where
each item is marked out of five – 1 being low compliance and 5 indicating that the
applicant has complied with the grant scheme rules as fully as possible, except in the
instance of criterion 4, which is double weighted.
CRITERIA

LOW

MED

HIGH

1. Voluntary organisation with
governance systems in place?

1

2

3

4

5

2. Clear description of project/activity with
arrangements in place to manage and
deliver?

1

2

3

4

5

3. Own bank account and financial
information supplied?

1

2

3

4

5

4. Demonstration that project is beneficial
to Malvern Town residents?

2

4

6

8

10

5. One-off cost to support a particular
project, event, activity or purchase of
equipment (ie not running costs)?

1

2

3

4

5

SUB TOTAL
OVERALL SCORE (OUT OF 30) A minimum of 20 points must be
reached in order for your application to qualify for consideration by the
Policy and Resources Committee.
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MALVERN TOWN COUNCIL
LARGE GRANTS MARKING CRITERIA
Name of Organisation:
Amount Requested:
Time of Grant Application:

March 2021

Assessment of large grant applications is made against the following eight criteria where
each item is marked out of five – 1 being low compliance and 5 indicating that the
applicant has complied with the grant scheme rules as fully as possible, except in the
instance of criterion 5, which is double weighted.
CRITERIA

LOW

MED

HIGH

1. Voluntary organisation with governance
systems and constitution in place

1

2

3

4

5

2. Clear description of project/activity with
arrangements in place to manage and
deliver

1

2

3

4

5

3. Own bank account and financial
information supplied

1

2

3

4

5

4. Clear outline of project financing and
sources of funding

1

2

3

4

5

5. Demonstration that project will provide
significant benefit to Malvern Town
residents/community

2

4

6

8

10

6. One-off cost to support a particular
project, event, activity or purchase of
equipment (ie not running costs)

1

2

3

4

5

7. New initiative or demonstration of
continued benefit of annual event

1

2

3

4

5

8. Grant form fully completed with all
relevant information supplied

1

2

3

4

5

SUB TOTAL
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OVERALL SCORE (OUT OF 45) A minimum of 25 points must be reached
in order for your application to qualify for consideration by the Policy and
Resources Committee.
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MALVERN TOWN COUNCIL
EMERGENCY GRANTS MARKING CRITERIA
Assessment of Emergency grant applications Council is made against the following nine
criteria where each item is marked out of five - 1 being low compliance and 5 indicating
that the applicant has complied with the grant scheme rules as fully as possible, except in
the instance of criteria 5 and 9, which are double weighted.
CRITERIA

LOW

MED

HIGH

1. Voluntary organisation with
governance systems and constitution
in place

1

2

3

4

5

2. Clear description of project/activity with
arrangements in place to manage and
deliver

1

2

3

4

5

3. Own bank account and financial
information supplied

1

2

3

4

5

4. Clear outline of project financing and
sources of funding

1

2

3

4

5

5. Demonstration that project will provide
significant benefit to Malvern Town
residents/community

2

4

6

8

10

6. One-off cost to support a particular
project, event, activity or purchase of
equipment (ie not running costs)

1

2

3

4

5

7. New initiative or demonstration of
continued benefit of annual event

1

2

3

4

5

8. Grant form fully completed with all
relevant information supplied

1

2

3

4

5

9. Demonstration that grant is for
exceptional circumstances and that the
need for funding could not have been
foreseen to fit in with the Council’s
normal biannual grants scheme.

2

4

6

8

10

SUB TOTAL
OVERALL SCORE (OUT OF 55) A minimum of 40 points must be
reached in order for your application to qualify for consideration by the
Policy and Resources Committee.
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AGENDA ITEM 7
REPORT PR04/21
A REPORT OF THE TOWN CLERK TO
A MEETING OF THE POLICY AND RESOURCES COMMITTEE
MALVERN TOWN COUNCIL
to be held remotely via Zoom on Tuesday 27 April 2021 at 6.00 pm
TOWN COUNCIL EMERGENCY PLAN
1.

Purpose of report

1.1.

For committee discussion and decision.

2.

Recommendation

2.1.

Policy and Resources Committee is asked to consider the adoption and
implementation of an Emergency Plan/Community Self-Help Plan for Malvern
Town Council and to discuss the format and material which could be included.

3.

Background

3.1.

The issue of emergency planning resources has recently been raised in the
Malvern Hills Area meetings of Worcestershire CALC, and following discussions
between the Chairman of this committee and the Town Clerk, it was agreed to
include this as an agenda item for discussion.

3.2.

Parish and Town Councils are not subject to the full set of civil protection duties in
the same way as District and County Councils; nevertheless several parish
councils have introduced emergency or community plans to provide information for
residents to use in an emergency.

3.3.

Leigh and Bransford Parish Council have developed a comprehensive plan
(attached at Appendix A), in part due to the issues they experience with flooding.

3.4.

MHDC have a page on their website dedicated to emergency planning with a list of
useful resources for residents (attached at Appendix B).

3.5.

Committee members are asked to consider if they wish to adopt an emergency
planning document or framework for Malvern Town and to give input into the
structure and content of such a plan.

3.6.

Committee members should consider the following options:
i.

No official plan but website to direct residents to MHDC for information

ii.

Emergency planning page on the Town Council website with emergency
contact details and other useful information

iii.

A formal emergency planning document using Leigh and Bransford’s plan
as a template.

4.

Financial Implications

4.1.

None pertaining to this report.

5.

Legal Implications

5.1.

Town and Parish Councils are not subject to the Civil Contingencies Act 2004 but
MHDC hold this responsibility and the Town Council can choose to play a
complimentary role.

AGENDA ITEM 7
REPORT PR04/21

End
Linda Blake
Town Clerk
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LEIGH AND BRANSFORD PARISH COUNCIL
COMMUNITY SELF-HELP PLAN
1.

Introduction

This plan has been developed by the Leigh and Bransford Parish Council Emergency
Group (PCEG). This plan has been designed to enable the community to respond to a
major incident/emergency, while they are awaiting the assistance of the Emergency
Services and or County/District Council.
2.
Definition of an Emergency/Major Incident
Any event or circumstance (happening with or without warning) that causes or threatens
death or injury, disruption to the community, or damage to property or to the environment
on such a scale that the effect cannot be dealt with by the emergency services, local
authorities and other organisations as part of their normal day-to-day activities.
Emergencies have no boundaries and could affect the whole District or part/whole of
Worcestershire. Due to the unknown nature of emergencies the emergency services,
County, District Council and other agencies may be overwhelmed resulting in a delayed
response to specific areas.
3.
Purpose of the Plan
This plan has been designed to enable the Parish to identify the immediate actions, they
should consider during an emergency. These actions may assist the community in
reducing the negative impacts an emergency can have until further assistance has been
received.
4.
Aim of the Plan
The aim of the plan is to increase the short-term resilience of the community to an
emergency, by the identification of community procedures.
5.
•
•
•
•

Objectives of the Plan
Identify the risks to the community and relevant
response actions
Identify vulnerable people in the community
Identify resources in the community available to assist during an emergency
Provide key contact details for the Parish Council Emergency Group, Key Community
Resources, the Emergency Services and Local Authorities
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6.

Worcestershire Countywide Emergency Planning Structure

The Worcestershire County Council, District Councils and emergency services have an
emergency response structure. The diagram below illustrated how the Parish Council
plans would fit into this structure.

Worcestershire
County Council
Emergency Planning
Team

Malvern Hills District
Council Response and
Emergency Planning
Managers

Emergency Services,
Environment Agency,
Primary Care Trusts,
Red Cross, RSPCA etc

To liaise and
respond as
required

Parish Council
Emergency Group

The Community

7.
Types of Emergencies
Types of potential emergencies that may impact our community are:
• Heavy snow
• Flooding
• Severe Weather
• Electricity, Gas, Water or Sewerage failure
• Road Accident
• Fire/Building Collapse
• Gas Leak/Explosion
• Disease, human or animal

Leigh and Bransford Parish Council Community Self-Help Plan
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8.

The Parish Council Emergency Group (PCEG)

In the absence of the emergency services, the PCEG will lead the community response
and act as central point for information and communication for the community, emergency
services, County and District Council. (See Annex B for contact details of the PCEG)
9.

Activation of the Plan

This plan will be activated when an emergency has occurred, which is obvious that the
normal emergency response by the emergency services will be overwhelmed e.g.
widespread flooding.
During such an emergency a PCEG member will either notice the emergency or be
informed of the emergency by a community member. Once notified the PCEG member
must call 999 and inform the emergency services of the situation and give the following
information:
•
•
•
•
•
•

Their name
Their contact number
Details of the incident
Location
Estimated casualties (walking wounded or more severe)
Hazards and road blockages

The PCEC member will then alert other members of the situation and organise a meeting
(see below for an agenda).
Meeting locations:
•
•
•

Home of Parish Council Chairman
Home of Parish Council Vice Chairman
Leigh and Bransford Village Hall

10.

PCEG Emergency Meeting Agenda

At the PCEG meeting the following subjects should be considered (depends on the
emergency):
•

Location of the emergency – near a school, vulnerable area, main access route etc

•

Type of emergency – is there a threat to health? E.g. Flood water rising? No
electricity/gas during the winter (hypothermia) etc

•

If there is an immediate threat to life call “999”

•

Are there any vulnerable people involved? E.g. elderly, or mothers with young
babies with no heating, people cut-off by flood waters etc

Leigh and Bransford Parish Council Community Self-Help Plan
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•

11.

•

What actions are required? Set up a Parish Shelter, soup kitchen, delivery of hot
meals, blankets to vulnerable people, passage of information etc?

•

What resources are required? E.g. a generator for the reception centre, 4x4
vehicles to deliver hot meals, information signs, tractors and trailers, etc (Refer to
Annex B for contact details)

•

What information have you been told by the radio, District Council, County Council
or emergency services etc, e.g. expected time of arrival/assistance, safety advice
etc (refer to Annex B for local radio stations)
Notifying the Worcestershire County Council Emergency Planning Team

As soon as the decision has been made, that the Parish needs to provide a community
response, they must notify the Worcestershire County Council Emergency Planning Team
that the plan is being activated.
The Emergency Planning Team have a 24hr, 365 day single point of contact for all
agencies, including the District Councils, utilities and voluntary agencies (Annex B for
contacts)
REFER TO THE EMERGENCY ACTION CHECKLIST - ANNEX A
12.

Parish Shelters

In the event of an emergency where people are required to leave their homes the
Worcestershire County Council will set up a reception centre. The reception centre is
designed to provide temporary shelter for the duration of the emergency (usually no more
than 3 days). The reception centre will have facilities for sleeping, hot food/drinks,
information, showers, toys and pet care.
Due to the demands of an emergency it may not be possible for Worcestershire County
Council or agencies such as the Red Cross to provide assistance. Under these
circumstances it may be beneficial to set up a parish shelter to provide a place of warmth,
information, soup kitchens, monitoring of vulnerable people and possibly as a sleeping
area.
For a list of Parish Shelter locations and key holder contacts refer to Annex B.
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13.

Communications

The PCEG will communicate and notify the community via the following methods:
Type

Where Available

Written

Updates will be placed on the
following notice boards;
- Leigh Sinton Post Office
- Leigh Telephone Kiosk
- Memorial Hall
- Bransford (Orchard Way &
A4103)
Delivered door to door by runners
Updates will also be placed on the
Leigh & Bransford website
www.leighandbransford.org.uk
Community Briefings/Meetings
Phone call cascades
Local radio stations

Verbal

Note: during emergencies the mobile phones and landline phones are likely to become
jammed and therefore should not be relied upon.
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Annex A

Generic Emergency Action Check list
Action

1

If an emergency is reported to a member of the PCEG by
the community and it is possible that the emergency
services are not aware, call 999 as soon as possible (see
page 5 for additional information to give)

2

Contact and inform the Worcestershire County Council
and Malvern Hill District Council

Tick when
Complete

Take note of any safety advice given to you and discuss
at the PCEG meeting (see action 5).

3

Keep a decision/action log (copy attached at Annex C) and
record the following:
• Any decisions you have made
• Who you spoke to and what you said
• Any information received

4

Contact the other members of the PCEG (see Annex B for
contact details)
• Volunteers and key holders as appropriate

5

Organise a PCEG meeting in a venue, which is safe from
the emergency with safe access routes.
Refer to the agenda on page 5, before undertaking any
actions.

6

Decide actions to undertake e.g. consider the need for:
Setting up a Parish Shelter, visiting and checking on
vulnerable people, providing a soup kitchen, a warm place,
distributing sandbags, providing blankets,
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7

Decide how to inform the community of the emergency
and actions being undertaken.
Inform the community of any advice given to you from the
County/District Councils or the emergency services.
Request the community to tune into the local radio (see
Annex B).
For communication methods with the community refer to
page 7.

8

Inform the District and County Council of any decisions
that have been made.

9

Remember to regularly liaise with the County/District
Council to maintain the safety of the community.
If at any time an immediate threat to life occurs or is likely
to occur, call 999.

NOTE:
REMEMBER TO TAKE ALL REASONABLE STEPS TO AVOID
CAUSING HARM TO YOURSELF AND OTHERS
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Annex B

Contact Details
Parish Council Emergency Group
Name
(Leader)

24 hr Contact Number
01886 XXXXXX / 07XXX XXXXXX

(Co-ordinator)
01886 XXXXXX / 07XXX XXXXXX
(Co-ordinator)
01886 XXXXXX / 07XXX XXXXXX

Parish Shelters
Premises
Memorial Hall

Key Holder
Chairman

Contact

Caretaker
Primary School

Headmaster
Caretaker

Leigh Church

Church Warden

Skills within the Community
Name

Experience/Qualification
Doctor

Contact Details

Nurse
First Aiders/Responders
Police Officer
Vet
Plumber
Electrician
Farmer
Leigh and Bransford Parish Council Community Self-Help Plan
Version: 1:1
10 of 14

Date: May 2011

AGENDA ITEM 4
APPENDIX A
Builder
Lengthsman

Equipment within the Community
Equipment
Name
Generator

Contact Details

Water Pump
Tractor, Trailer, etc
Chain Saws, Tractor,
Trailer
Land Rover, 4 x 4
Inflatable Boat
Canoe
Camp gas cooking
equipment

Scouts , Guides

Useful Local and Private Companies
Service Type
Business Name
Sandbags
Generators

Telephone

Neighbouring Parishes Contacts
Parish
Contact
Telephone
Name
Alfrick
Chair:
Clerk:

Website/E-Mail

Website/E-Mail

Suckley
Chair:
Clerk:
Powick
Chair:
Clerk
Rushwick
Chair:
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Clerk
Other Useful Contacts
Service
Worcestershire County Council
WCC Grit Line
Malvern Hills District Council
Police Switchboard
Fire Service Switchboard
Worcester Ambulance Station
Central Networks Emergency Line
Gas Emergency Line
Gas Pipeline
Highways Emergency Contact
(Out of Hours)
Environmental Agency: Floodline
Emergency
Severn Trent
BBC Hereford & Worcester
Wyvern Radio
Local Doctors Surgery
Parish Clerk
Post Office (Leigh Sinton)
Leigh Church
Leigh Sinton School

Local Representatives
Name
Harriett Baldwin
MP

Telephone
020 7219 3000
01684 585165

Telephone
01905 763763
01905 766955
01684 862151
07779 311825 (Out of Hours)
08457 444888
0845 122 4454
01905 765150
0800 328 1111
0800 111999,
0800 776676
07875 033759
0845 9881188
0800 807060
08708 506506 (regional office)
0800 7834444
01905 748485
01905 545510
01886 821279 (Knightwick)
01886 832201

Email
harriett.baldwin.mp@parliament.uk

Paul Tuthill
WCC Councillor
Sarah Rouse
MHDC Councillor
Peter Whatley
MHDC Councillor
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Subject
Preparing for an
Emergency
Flooding

Source

Contact

HM Government

www.pfe.gov.uk

Environment Agency

0845 988 1188
www.environmentagency.gov.uk/flood

For further information on any of the organisations involved in a countywide emergency
response refer to the Worcestershire County Council Emergency Planning website on
http://www.worcestershire.gov.uk/cms/advice-and-benefits/emergency-planning.aspx
or
call the Emergency Planning Team on 01905 763763
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Annex C
Leigh & Bransford
Parish Council

INCIDENT LOG
INCIDENT:

LOCATION:

IMPACTED SERVICES:
PCEG LEAD:
Date and
Time

Information / Request

From

Action Taken
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Emergency Planning
Thankfully, major emergencies are rare, but when they do occur we have a number of
plans to ensure that it responds accordingly and that essential services can be maintained
to a reasonable level during any incident.
We are required to provide local arrangements for emergencies, in accordance with
the Civil Contingencies Act 2004, to keep residents safe and provide aftercare and
support for those who have been affected by an incident.
During an emergency our delegated officers are responsible for coordinating the council's
response.
We are part of the West Mercia Local Resilience Forum (WMLRF) partnership, made up
of all the organisations needed to prepare for and respond to any major emergency in the
area.
The aim of the WMLRF is: To ensure that there is an appropriate level of preparedness to
enable an effective multi-agency response to emergency incidents, which have a
significant impact on the communities of the WMLRF.

What is Emergency Planning?
Emergency planning should aim where possible to prevent emergencies occurring and,
when they do occur, good planning should reduce, control or mitigate the effects of the
emergency.
It is a systematic, ongoing process which should evolve and develop as lessons are learnt
and circumstances change.

Our Roles and Responsibilities
•
•
•
•
•
•
•

Risk Assessment
Business Continuity Management
Emergency Planning
Rest Centre Provision
Maintaining public awareness and arrangements to warn, inform and advise the
public
Provision of advice and assistance to the commercial sector and
voluntary organisations
Co-operation and information sharing.

Worcestershire County Council also play a critical role in any emergency response. An
agreement is in place so that the county council undertake key emergency planning
services on our behalf. For more information on emergency planning, visit their website.

How to Prepare
•

Community Risk Register 2016-2019 – WMLRF provides information to help you
understand the risks that could occur in your area to help you be better prepared
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•

•
•

How to Help Yourself in an Emergency – Worcestershire County Council
provides a list of top tips to make sure you are prepared and ready for whenever an
emergency may occur
Weather Warnings – Sign up to the free Met Office email alert service to receive
weather warnings in your local area
Flood Warnings – Find out if your area is at risk of flooding and sign up to the free
Environmental Agency flood warning service. For information on how to deal with
flooding, visit Flooding and land drainage.

Key accounts to sign up to on Twitter:
@MalvernHills_DC - Malvern Hills District Council
@WorcsCC – Worcestershire County Council
@EnvAgencyMids – Environmental Agency Midlands
@WMerciaPolice – West Mercia Police
@HWfire – Herefordshire and Worcestershire Fire and Rescue Service
@WorcsTravel – Worcestershire County Council Highways and Travel

Emergency Contacts
If you are in immediate danger and need an ambulance, police or fire service call
999.
National Grid - call 0800 111 999 for any emergency involving gas or 0800 40 40 90 if
you spot a potential hazard on or near an overhead electricity line.
Severn Trent – call 0800 783 4444 to report a water related problem
Western Power – call 0800 6783 105 to report a fault or emergency
Page updated February 2018. Date of next review February 2019.
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