AGENDA ITEM 7
REPORT PR02/20
A REPORT OF THE TOWN CLERK TO
A MEETING OF MALVERN TOWN COUNCIL
to be held remotely via Zoom on
Wednesday 3 June 2020, at 6.00 pm
REVIEW OF TOWN COUNCIL GRANTS SCHEME –
SMALL GRANTS, LARGE GRANTS AND SPECIAL GRANTS
1.

Purpose of Report

1.1.

For committee discussion and recommendation to Full Council.

2.

Recommendation

2.1.

Policy and Resources Committee is recommended to review the current grants
scheme policy and to make recommendations to Full Council to update the current
scheme for:


Small grants



Large grants



Special grants

taking into account the discussion points listed below.
3.

Background

3.1.

The Town Council’s grants scheme was last reviewed in June 2019 but this was
only a light touch review with changes made to bring the timetable forward by one
month.

3.2.

A full and detailed review has not been carried out for several years. The Town
Clerk’s report to Full Council on 20 May about the Annual Review Process
identified that a review of the current grants scheme was required and Full Council
tasked Policy and Resources Committee with carrying this out.

3.3.

Officers have reviewed the current grants scheme attached at Appendix A and
have identified some points that require discussion:
DISCUSSION POINTS
A.

TIMING OF THE SCHEME

The small and large grants scheme is run once during each financial year. It is
advertised in July and then applications are reviewed by Policy and Resources
Committee at its September meeting.
Questions to consider
Is it best to run this scheme once a year, and is the summer the best time for it to
take place?
Officer comments
Having this scheme run just once a year makes it easier to administrate, and also
easier for Councillors to compare awards on merit, rather than receiving
applications throughout the year. However, if organisations miss the summer
timetable and deadline, they tend to just switch to a special grant application, so
applications are still received throughout the year.
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B.

SPECIAL GRANTS SCHEME

The current special grants scheme was introduced to resolve the issue of
organisations wishing to apply for a grant outside of the summer timetable used for
small and large grants. It was agreed that in order to get an application
considered, an organisation would need to get the support of two town councillors
who would put a notice of motion to council along with a grant application form for
consideration.
Questions to consider
Does the council need a special grants scheme, and is a notice of motion to
council the best way in which to consider this?
Officer comments
Special grants are not currently evaluated and scrutinised by officers in the same
way as small and large grants, as they are put forward and supported by
councillors. Budgets and the timing of awards also seem to be an issue as on 1
April a full year’s budget of £7,000 is in place but as applications can be made at
any time, it is difficult to assess an application’s merit and a suitable funding
amount as council does not know what other applications may be made during the
year.
C.

AMOUNTS OF AWARDS

Small grants are currently for amounts up to and including £500, large grants are
for amounts above £500 with no upper limit and there is no restriction placed on
special grants.
Questions to consider
Are the current amounts in place suitable or do they need to be amended?
Officer comments
It may be better to have a maximum amount for large grants and perhaps special
grants. Organisations always ask what sort of amount is best to apply for as they
want an indication of how to maximise their chance of getting a grant.
The budget for large grants is now £15,000 but with no maximum amount, an
application for £10,000 may not be successful as this is two thirds of the budget. If
asked, Officers tend to advise a maximum of £2,000 for large grants but this is not
a grant scheme rule.
D.

FREQUENCY OF APPLICATIONS

The current grants scheme states that organisations should not make a
presumption that funding will continue on a year to year basis and that all grants
are offered on a one-off basis to support a particular project, event, activity or
purchase of equipment.
This caused some uncertainty in 2019 when two applications for projects within
annual festivals which had previously received funding as a large grant, were
asked to be submitted as special grants.
Questions to consider
How will applications be considered when organisations make an application every
year but for a different item? How will funding for annual festivals or annual events
be treated?
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Officer comments
The issue of year on year funding to organisations has been a difficult issue for
many years. A number of adjustments have been made to try and clarify this
issue, but new clear rules are now needed.
E.

THE APPLICATION FORM

The application forms for both small and large grants are attached at Appendix B
to this report and should be reviewed.
Questions to consider
Are these application forms user-friendly and do they collect the correct
information required for councillors to make informed decisions on the award of a
grant?
Officer comments
Feedback from applicants has been that they feel the application form for small
grants is rather onerous given the amounts involved.
The presentation and design of the application form could also be improved to be
clearer and easier to read.
F.

ASSESSMENT OF GRANT APPLICATIONS BY OFFICERS

Each grant is assessed by officers using a number of criteria. A sample
assessment sheet for small and large grants is attached at Appendix C to this
report.
Small grants are assessed using ten criteria, whilst large grants list six criteria,
written details under three headings and a section for officer comments.
Questions to consider
Are the criteria by which small and large grants assessed suitable? Are there any
criteria which need to be added or removed and do members of the committee
need any further information to be included in order to make informed decisions?
Officer comments
The need for an organisation to prove its stability and longevity seems sensible
and a bank account, set of accounts and constitution are a good way of doing that.
Do we need an annual report?
The issues of one-off projects and new initiatives do need clarifying as in D) above
and perhaps an assessment relating to overall funding for the project and levels of
reserves held may be worth considering.
G.

REVIEW AND MONITORING

In recent years more focus has been made on asking organisations to provide a
report on how grant monies have been spent and the success of the project.
These reports have been submitted to Annual Council for noting.
Questions to consider
Are the current review and monitoring requirements adequate or should they be
given more importance?
Officer comments
Although monitoring efforts have been increased, perhaps a more formal review
should take place at a Policy and Resources Committee meeting rather than just
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being noted at Full Council. Certainly more stringent monitoring of special grants
should take place to ensure the money is spent appropriately.
H.

OTHER MATTERS

Councillors may wish to raise other issues here. Other sections that councillors
may wish to comment on are:
-

What are the aims of grant funding (2.2 of the policy)

-

What organisations will qualify for funding (4. of the policy)

-

How will grants be determined by committee and should organisations be
required to make a presentation in support of their application for small
and/or large grants (6. of the policy)

-

Given recent events should there be an emergency funding category
included?

3.4.

This review of the grants scheme is an important process. The discussion points
above are designed to focus on some of the key points of the scheme but
councillors may want to raise other points as well.

3.5.

The next step is for recommendations to be presented to Full Council, but given
the scale of this task, committee may wish to hold another meeting to allow further
consideration of recommendations.

4.

Financial Implications

4.1.

The grants budget for 2020/21 is
Small grants

£6,000

Large grants

£15,000

Special grants

£7,000

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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MALVERN TOWN COUNCIL GRANTS POLICY
1.

Introduction

1.1.

1.2.

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 following policy
is based on the principles of fairness, responsiveness to local need and ensuring
that public money is spent in a responsible manner.
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
(eg suppliers and contractors) that it comes into contact with, will act towards the
Council with integrity and without thought or actions involving fraud or corruption.

2.

The aims of the grants policy

2.1.

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

2.2.

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









3.

The eligibility of applications will be assessed against the following criteria




1

To provide direct benefit to the residents of Malvern Town.
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.

Applicants must answer all the questions on the application form.
All grants are offered on a one-off basis to support a particular project, event,
activity or purchase of equipment.
Grants will be awarded on the basis of need, merit and contribution to the
local community.

The Town Council defines a voluntary group as a non-profit making organisation, set up and run by a
voluntary, unpaid management committee.
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4.

Malvern Town Council will not fund the following:











5.

Applications must demonstrate significant and direct benefit to the residents
of Malvern Town.
The funding requested must be commensurate with the benefit obtained by
the residents of Malvern Town.
If the applicant has received funding in the previous year the Council must be
satisfied that the applicant has delivered that project to a satisfactory level.
Organisations should not make a presumption that funding will continue on a
year-to-year basis.
Applications for projects where the work has already been completed will not
be considered.

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

Criteria for grants









Large Grants are awarded for amounts above £500 and Small Grants for
amounts up to and including £500.
Groups wishing to receive a Large or Small Grant will need to complete an
application form and provide the required additional supporting information.
Large Grants should provide a significant and wide reaching benefit to the
residents of Malvern Town.
Grants must be spent within one year of being awarded. Any unspent
monies left after this time must be returned.
Grants cannot be used to support a group’s normal running costs and this
includes staffing costs.
Grants are awarded on an annual basis and an award made is not an
indication that funding will be continued in future years. Organisations
wishing to apply for grants in successive years should give consideration to
applications for new projects / initiative in each year.
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.
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6.

Application and determination process
















7.

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.
Should for any reason the organisation disband or the project not be
completed, the Council may ask for all or part of the monies to be paid back.
Only one grant application per year will be accepted from any organisation.
Additional grant conditions may also be attached to any funding the Council
agrees and these will be set out in the award confirmation letter.
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.
Grants are awarded at the discretion of the Council and the decision is final.

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, in hard copy only.
Applicants are required to submit a short statement (as indicated on the grant
application form) explaining how the grant will be beneficial to the
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.
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.
Applications will be evaluated by Town Council Officers and then presented
for consideration and decision at the appropriate meeting of Policy and
Resources Committee in September.
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.
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 meeting in September.
Applicants will be notified of the Council’s decision following the September
meeting. Those organisations who are notified that their application has
been successful must claim their grant by written request no later than 31
January the following year.
All organisations in receipt of grants will be required to acknowledge the
Town Council's contribution on publicity/printed material.

Monitoring and reporting requirements


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
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8.

short report (no more than 500 words), before the end of the following April,
so that it can be reported at the Annual Council Meeting in May.
If your project has not taken place or been completed by the end of April,
please provide an update on the project instead.

Further information
Further information on the Council's Grants Scheme is available if required from:
Deborah Powell
Malvern Town Council
28-30 Belle Vue Terrace
Malvern
Worcestershire
WR14 4PZ
Tel: 01684 566667
Email: dpowell@malvern-tc.org.uk
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SMALL GRANT SCHEME APPLICATION FORM
GUIDANCE NOTES
1.

INTRODUCTION TO THE SMALL GRANTS SCHEME
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 following policy is based on the
principles of fairness, responsiveness to local need and ensuring that public money is
spent in a responsible manner.
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.

2.

THE AIMS OF THE SMALL GRANTS POLICY
The Council’s policy on grants is based on the principle of enabling local community
organisations to deliver activities and/or projects to the residents of Malvern.
Malvern Town Council provides grant funding to support the following aims:

3.

2



To provide direct benefit to the residents of Malvern Town



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 groups2 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

THE ELIGIBILITY OF APPLICATIONS WILL BE ASSESSED AGAINST THE
FOLLOWING CRITERIA


Applicants must answer all the questions on the application form



Grants will be awarded on the basis of need, merit and contribution to the
local community



Applications must demonstrate significant and direct benefit to the residents
of Malvern Town

The Town Council defines a voluntary group as a non-profit making organisation, set up and run by a
voluntary, unpaid management committee.
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4.

5.



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



If the applicant has received funding in the previous year the Council must be
satisfied that the applicant has delivered that project to a satisfactory level



Organisations should not make a presumption that funding will continue on a
year-to-year basis



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

MALVERN TOWN COUNCIL WILL NOT FUND THE FOLLOWING


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



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

CRITERIA FOR SMALL GRANTS


Small Grants are awarded for amounts up to and including £500



Groups wishing to receive a Small Grant will need to complete the application
form at the end of these notes and provide the required additional supporting
information



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



Small grants cannot be used to support general running costs, including
staffing costs



Small grants are awarded on an annual basis and an award made is not an
indication that funding will be continued in other years. Organisations
wishing to apply for grants in successive years should give consideration to
applications for new projects/initiatives in each year



The grant 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 of the application



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
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6.

7.



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



Only one grant application per year will be accepted from any organisation



Grants are awarded at the discretion of the Council

APPLICATION AND DETERMINATION PROCESS


Applicants are required to complete and return the application form and send
with all supporting documentation to arrive no later than 12 noon on Friday
23 August 2019. Applications can be submitted in hard copy or by email.
However, it is the responsibility of the applicant to ensure their application
has been received



Applicants are required to submit a short statement (as indicated on the grant
application form) explaining how the grant will be beneficial to the
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



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



Small Grant applications will only be considered for amounts up to and
including £500



Applications will be evaluated by Town Council Officers and then presented
for consideration and decision at the meeting of Policy and Resources
Committee on Wednesday 18 September 2019



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



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 meeting on Wednesday 18
September 2019



Applicants will be notified of the Council’s decision following the September
meeting. Those organisations who are notified that their application has
been successful must claim their grant by written request no later than 31
December 2019



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

MONITORING AND REPORTING REQUIREMENTS
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 later than the
end of April 2020, so that it can be reported at the Annual Council Meeting in May
2020.
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If your project has not taken place or been completed by the end of April, please
provide an update on the project instead.
8.

FURTHER INFORMATION
Further information on the Council's Small Grants Scheme is available from:
Deborah Powell
Malvern Town Council
28-30 Belle Vue Terrace
Malvern
Worcestershire
WR14 4PZ
Tel: 01684 566667
Email: dpowell@malvern-tc.org.uk

If your organisation fulfils the above criteria, please now continue
to the application form.
Please complete all sections as fully as possible, continuing on a
separate page where necessary.
If you have any queries when filling in the form, please contact Deborah
Powell on 01684 566667 or dpowell@malvern-tc.org.uk
Name of organisation........................................................................................
Name of person dealing with the application .....................................................
Position in the organisation ...............................................................................
Contact address ...............................................................................................
Postcode .........................................................................................................
Email address ...................................................................................................
Daytime telephone number ...............................................................................
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ABOUT YOUR ORGANISATION
1.

What is the purpose of your organisation?

2.

What are the aims and objectives of your organisation?

3.

When was your organisation formed?

4.

What type of organisation is it?
Registered Charity
Voluntary Organisation
Other (please specify below)

5.

Is your organisation or any part of it operated as a commercial business?
Yes
No
If “Yes”, please provide details and amount of any income generated?

6.

Is your organisation part of, or affiliated to, any national organisation?
Yes
No
If “Yes”, please give details:

7.

Please provide details of how many members belong to your organisation:

Adult
Junior

Malvern Town

Residents outside

Residents

Malvern Town

Total
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8.

If your organisation is not membership-based, please give details of approximately
how many people you work with/provide services for and the percentage of those
who are actually resident in the six Wards that Malvern Town Council is responsible
for i.e. Priory, Chase, Pickersleigh, Dyson Perrins, Link and North Malvern:
How many people do you work with/provide services for? (A)
How many of these are resident in the six wards? (B)
Number of residents as a percentage (B ÷ A) x 100

9.

%

Please provide details of membership subscription levels (if any): ................................

10. What is the catchment area covered by your organisation and for which you provide
services?

DETAILS ABOUT THE GRANT YOU ARE SEEKING
11. What is the amount of grant that your organisation is seeking?
12. Please give a full description of the project, the exact purpose for which a grant is
being sought and details of who will benefit as a result of a grant being given:
13. Are there any recurring costs likely to arise from the project?
Yes
No
If “Yes”, please explain how this will be funded?
14. If the total cost of the project is more than the grant you are requesting, do you
already have the balance available?
Yes
No

If “No”, please indicate:
a) how much you have raised to date ...........................................................................
b) how you intend to raise the balance and how long this is expected to take?
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15. Please give details of who will benefit as a result of the grant being given and in
particular how it will benefit the community or residents of Malvern Town?
16. What is the proposed timescale for your project?
Start date .......................................................................................................................
End date ........................................................................................................................
17. Does your organisation hold its own bank account?
Yes
No

If “No”, please see Section 5 of the Guidance Notes
18. What were your other main sources of income during the last financial year?
Source of Income

Amount

Reason

19. Please provide the following details taken from your organisation’s most recent
annual accounts:
Total Income
Total Expenditure
Surplus / Loss for the year
Savings / Reserves held

20. Have you previously received, or applied for, a Grant from Malvern Town Council?
Yes
No
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If “Yes”, please give details of amount(s) and date(s): ..................................................
21. If your application is successful, please state to whom the Grant cheque should be
made payable:
If this is different to the organisation name, please explain why:

DOCUMENTS TO SEND WITH YOUR APPLICATION
1.

A copy of your organisation's Constitution/Articles of Association/record of how the
organisation is run and governed

2.

A quote or estimate showing the purchase price or cost of the project / activity for
which the grant is being sought.

3.

A copy of your organisation’s latest bank statement.

4.

A copy of your organisation’s latest Annual Report, annual newsletter or other
similar document.

5.

A statement of approximately one A4 page explaining how the grant will provide
significant and wide-reaching benefit for the residents of Malvern Town. This
statement will be presented to Committee to assist in the decision-making process.

6.

The organisation’s most recent annual accounts preferably audited and/or prepared
by a qualified accountant. In the case of a newly formed organisation, a
comprehensive budget and business plan should be submitted.

DECLARATION
I have read the Guidance Notes which apply to Malvern Town Council’s Small
Grants Scheme 2019/20 and agree to the requirements and terms set out therein.

I confirm that the details set out in this application are, to the best of my
knowledge, correct and that I will notify Malvern Town Council of any
material changes to the information provided.

Signed....................................................................................................................................
Position in Organisation .........................................................................................................
Date .......................................................................................................................................

Please return this form and supporting documents to Deborah Powell at Malvern Town
Council,
By post or hand to:

28-30 Belle Vue Terrace
Malvern
Worcestershire
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By email to:

dpowell@malvern-tc.org.uk

Applications must be received by 12 noon on Friday 23 August 2019. Any
applications received after this time and date will not be considered.
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LARGE GRANT SCHEME APPLICATION FORM
GUIDANCE NOTES
1.

INTRODUCTION TO THE LARGE GRANTS SCHEME
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 following policy is based on the
principles of fairness, responsiveness to local need and ensuring that public money is
spent in a responsible manner.
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.

2.

THE AIMS OF THE LARGE GRANTS POLICY
The Council’s policy on grants is based on the principle of enabling local community
organisations to deliver activities and/or projects to the residents of Malvern.
Malvern Town Council provides grant funding to support the following aims:

3.

3



To provide direct benefit to the residents of Malvern Town



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 groups3 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

THE ELIGIBILITY OF APPLICATIONS WILL BE ASSESSED AGAINST THE
FOLLOWING CRITERIA


Applicants must answer all the questions on the application form



All grants are offered on a one-off basis to support a particular project, event,
activity or the purchase of equipment



Grants will be awarded on the basis of need, merit and contribution to the
local community

The Town Council defines a voluntary group as a non-profit making organisation, set up and run by a
voluntary, unpaid management committee.
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4.

5.



Applications must demonstrate significant and direct benefit to the residents
of Malvern Town



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



If the applicant has received funding in the previous year the Council must be
satisfied that the applicant has delivered that project to a satisfactory level



Organisations should not make a presumption that funding will continue on a
year-to-year basis



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

MALVERN TOWN COUNCIL WILL NOT FUND THE FOLLOWING


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



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

CRITERIA FOR LARGE GRANTS


Large Grants are only awarded for amounts above £500



Groups wishing to receive a Large Grant will need to complete the
application form at the end of these notes and provide the required additional
supporting information



Large Grants should provide a significant and wide reaching benefit to the
residents of Malvern Town



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



Large Grants are awarded on an annual basis and an award made is not an
indication that funding will be continued in future years. Organisations
wishing to apply for grants in successive years should give consideration to
applications for new projects / initiative in each year



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

AGENDA ITEM 7
APPENDIX B

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



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



Only one grant application per year will be accepted from any organisation



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



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



Grants are awarded at the discretion of the Council

APPLICATION AND DETERMINATION PROCESS


Applicants are required to complete and return the application form and send
with all supporting documentation to arrive no later than 12 noon on Friday
23 August 2019. Applications can be submitted in hard copy or by email.
However, it is the responsibility of the applicant to ensure their application
has been received



Applicants are required to submit a short statement (as indicated on the grant
application form) explaining how the grant will be beneficial to the
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



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



Large Grant applications will only be considered for amounts over £500



Applications will be evaluated by Town Council Officers and then presented
for consideration and decision at the meeting of Policy and Resources
Committee on Wednesday 18 September 2019



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



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 meeting on Wednesday 18
September 2019



Applicants will be notified of the Council’s decision following the September
meeting. Those organisations who are notified that their application has
been successful must claim their grant by written request no later than 31
January 2020



All organisations in receipt of grants will be required to acknowledge the
Town Council's contribution on publicity/printed material
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7.

MONITORING AND REPORTING REQUIREMENTS
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 later than the
end of April 2020, so that it can be reported at the Annual Council Meeting in May
2020.
If your project has not taken place or been completed by the end of April, please
provide an update on the project instead.

8.

FURTHER INFORMATION
Further information on the Council's Large Grants Scheme is available from:
Deborah Powell
Malvern Town Council
28-30 Belle Vue Terrace
Malvern
Worcestershire
WR14 4PZ
Tel: 01684 566667
Email: dpowell@malvern-tc.org.uk

If your organisation fulfils the above criteria, please now continue
to the application form.
Please complete all sections as fully as possible, continuing on a
separate page where necessary.
If you have any queries when filling in the form, please contact Deborah
Powell on 01684 566667 or dpowell@malvern-tc.org.uk
Name of organisation .......................................................................................
Name of person dealing with the application.....................................................
Position in the organisation ...............................................................................
Contact address ...............................................................................................
Postcode .........................................................................................................
Email address ...................................................................................................
Daytime telephone number ...............................................................................
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ABOUT YOUR ORGANISATION
1.

What is the purpose of your organisation? ....................................................................

2.

What are the aims and objectives of your organisation? ...............................................

3.

When was your organisation formed? ...........................................................................

4.

What type of organisation is it?
Registered Charity
Voluntary Organisation
Other (please specify below)

5.

Is your organisation or any part of it operated as a commercial business?
Yes
No
If “Yes”, please provide details and amount of any income generated:

6.

Is your organisation part of, or affiliated to, any national organisation?
Yes
No

If “Yes”, please give details:
7.

Please provide details of how many members belong to your organisation:

Adult
Junior

Malvern Town

Residents outside

Residents

Malvern Town

Total
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8.

If your organisation is not membership-based, please give details of approximately
how many people you work with/provide services for and the percentage of those
who are actually resident in the six Wards that Malvern Town Council is responsible
for i.e. Priory, Chase, Pickersleigh, Dyson Perrins, Link and North Malvern:
How many people do you work with/provide services for? (A)
How many of these are resident in the six wards? (B)
Number of residents as a percentage (B ÷ A) x 100

9.

%

Please provide details of membership subscription levels (if any): ................................

10. What is the catchment area covered by your organisation and for which you provide
services?

DETAILS ABOUT THE GRANT YOU ARE SEEKING
11. What is the amount of grant that your organisation is seeking?
12. Please give a full description of the project, the exact purpose for which a grant is
being sought and details of who will benefit as a result of a grant being given:
13. a) What is the TOTAL cost of the project or purchase?
b) Is this an annual cost?
Yes
No

c) Are there any recurring costs likely to arise from the project?
Yes
No

If “Yes”, please explain how this will be funded:
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14. If the total cost of the project is more than the grant you are requesting, do you
already have the balance available?
Yes
No

If “No”, please indicate:
a) how much you have raised to date ...........................................................................
b) how you intend to raise the balance and how long this is expected to take?
15. Please give details of all grants and donations obtained from other organisations
towards this project:
Organisation

Purpose

Date
Received

16. Please give details of who will benefit as a result of the grant being given and in
particular how it will benefit the community or residents of Malvern Town? ..................
17. What is the proposed timescale for your project?
Start date .......................................................................................................................
End date ........................................................................................................................
18. Does your organisation hold its own bank account?
Yes
No

If “No”, please see Section 5 of the Guidance Notes
19. What were your other main sources of income during the last financial year?
Source of Income

Amount

Reason
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20. Please provide the following details taken from your organisation’s most recent
annual accounts:
Total Income
Total Expenditure
Surplus / Loss for the year
Savings / Reserves held

21. Have you previously received, or applied for, a Grant from Malvern Town Council?
Yes
No

If “Yes”, please give details of amount(s) and date(s):
22. If your application is successful, please state to whom the Grant cheque should be
made payable:
If this is different to the organisation name, please explain why:
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DOCUMENTS TO SEND WITH YOUR APPLICATION
1.

A copy of your organisation's Constitution/Articles of Association/record of how the
organisation is run and governed

2.

A quote or estimate showing the purchase price or cost of the project / activity for
which the grant is being sought.

3.

A copy of your organisation’s latest bank statement.

4.

A copy of your organisation’s latest Annual Report, annual newsletter or other
similar document.

5.

A statement of approximately one A4 page explaining how the grant will provide
significant and wide-reaching benefit for the residents of Malvern Town. This
statement will be presented to Committee to assist in the decision-making process.

6.

The organisation’s most recent annual accounts preferably audited and/or prepared
by a qualified accountant. In the case of a newly formed organisation, a
comprehensive budget and business plan should be submitted.

DECLARATION
I have read the Guidance Notes which apply to Malvern Town Council’s Large
Grants Scheme 2019/20 and agree to the requirements and terms set out therein.

I confirm that the details set out in this application are, to the best of my
knowledge, correct and that I will notify Malvern Town Council of any
material changes to the information provided.

Signed....................................................................................................................................
Position in Organisation .........................................................................................................
Date .......................................................................................................................................

Please return this form and supporting documents to Deborah Powell at Malvern Town
Council,
By post or hand to:

28-30 Belle Vue Terrace
Malvern
Worcestershire
WR14 4PZ

By email to:

dpowell@malvern-tc.org.uk

Applications must be received by 12 noon on Friday 23 August 2019. Any
applications received after this time and date will not be considered.
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ASSESSMENT OF SMALL GRANT APPLICATION 2019
ST RICHARD’S HOSPICE
CONTRIBUTION TOWARDS THE PURCHASE
OF A RISER RECLINER CHAIR FOR PATIENTS
GRANT AMOUNT REQUESTED:
£500
YES/NO
COMMENTS
NAME OF ORGANISATION:
PURPOSE OF GRANT:

1. NON PROFIT MAKING?

YES

Registered Charity formed in 1984.

2. CONSTITUTION OR
SIMILAR?

YES

Memorandum and articles along
governance structure submitted.

3. OWN BANK ACCOUNT
AND MANAGE FUNDS?

YES

4. RECENT BANK
STATEMENT ENCLOSED?

YES

Bank statement submitted 8 August 2019.

5. LATEST YEARS SET OF
ACCOUNTS (BUSINESS
PLAN AND BUDGET FOR
NEW ORGANISATIONS)?

YES

Audited accounts submitted for the year ended
31 March 2018.

6. PROJECT BENEFICIAL TO
MALVERN TOWN
RESIDENTS?

YES

All Malvern residents affected by a serious
progressive illness will be able to use the chair
which gives them an alternative to sleeping in
their bed. 424 Malvern patients used the
Hospice’s service in 2018/19

7. QUOTE OR ESTIMATE OF
PRICE INCLUDED?

YES

Quote submitted – Monza Contract Riser
Recliner chair – total cost £1,411.20

8. ONE-OFF COST TO
SUPPORT A PARTICULAR
PROJECT, EVENT,
ACTIVITY OR PURCHASE
OF EQUIPMENT (not
running costs or staffing
costs)?

YES

St Richards Hospice wish to purchase two
chairs and are requesting help with the
purchase of one. The remaining funds will be
raised through fund raising.

9. CLEAR ARRANGEMENTS
IN PLACE TO MANAGE
PROJECT / ACTIVITY?

YES

10. NEW INITIATIVE FOR
2019

YES

Purchase will take place as soon as funds are
awarded. It is hoped to purchase two chairs in
total.
Previous grants awarded:
2010 - £444 – Medical equipment
2011 - £500 – Travel costs for Nurses
2012 - £500 – Medical equipment
2013 - £500 – Travel costs for Nurses
2014 - £2000 – Large grant towards
movement therapy machines
2015 - £298 – Medical equipment
2017 – Medical equipment
2018 - £500 – Laptop

10/10

with
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ASSESSMENT OF LARGE GRANT APPLICATION 2019
NAME OF ORGANISATION:
PURPOSE OF GRANT:

THE CHASE SCHOOL
TO PURCHASE 22 SECURITY XTRA SECURE
STANDS FOR IMAC AND 11 KEYBOARDS AS PART
A NEW MUSIC CREATIVITY SUITE
£2,131.80

GRANT AMOUNT REQUESTED:
Details of grant sought:
To purchase music equipment as part of an up-to-date creativity suite to support music
learning and making
How will this grant benefit the people of Malvern:
The music creativity suite will increase musical attainment for the 590 pupils who study
music each year; this will total 2,590 pupils over the next ten years. Primary school
children also use the Chase for drop in learning days and it also benefits disadvantaged
and lower ability students helping them progress by recording their work
New initiative / new grant applicant:
The Chase High School received a grant of £1,590 in 2018 for chairs for the I.T. classroom
and £1,512 for picnic tables in 2017. This is a new initiative for 2019
Supporting documents received:
1. SUPPORTING
STATEMENT?

YES

Supporting statement included
application form instead.

2. QUOTE OR ESTIMATE
OF PRICE INCLUDED?

YES

The total cost of the classroom refurbishment is
£33,912. The Town Council’s contribution is
£2,131.80 for new music equipment and the
remaining funds will be raised through the PTA
and other funding applications

3. CONSTITUTION
SIMILAR?

YES

Articles of Association and Leadership /
Management Structure submitted. The Chase
School became an academy in 2011.

4. LATEST ANNUAL
REPORT?

YES

The Chase Summer Bulletin submitted

5. OWN BANK ACCOUNT /
RECENT BANK
STATEMENT
PROVIDED?

YES

Bank statement submitted for the period 4 July
to 18 July 2019.

6. LATEST YEAR’S SET
OF ACCOUNTS
(BUSINESS PLAN AND
BUDGET FOR NEW
ORGANISATIONS)?

YES

Audited accounts for the year ending 31 August
2018 submitted.

OR

within

the

Comments:
The grant application from The Chase has all of the supporting information. This funding is
6.3% of a larger project to improve music learning at The Chase. £10,000 has been
secured to date, so if Town Council funding is awarded, £21,780 is still to be secured.
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REPORT PR03/20
A REPORT OF THE TOWN CLERK TO
A MEETING OF MALVERN TOWN COUNCIL
to be held remotely via Zoom on
Wednesday 3 June 2020, at 6.00 pm
ZERO TOLERANCE ON HARASSMENT AND ABUSE –
GUIDELINES FOR COUNCILLORS
1.

Purpose of Report

1.1.

For committee discussion and recommendation to Full Council.

2.

Recommendation

2.1.

Committee is asked to draw up guidelines for zero tolerance on harassment and
abuse for adoption by Full Council.

3.

Background

3.1.

The Town Council has not previously had a policy regarding harassment and
abuse of Councillors by members of the public.

3.2.

Most councillors will be used to working in situations where people disagree with
them but they can usually expect their communication with other people to be
polite. Sometimes though, councillors are the subject of verbal abuse and the
variety of types of communication and their ability to reach large audiences means
that such abuse can have a powerful impact.

3.3.

Councillors have expressed that it would be useful to have some guidelines
regarding what action they may take if they are subject to abuse and/or
harassment by members of the public, whilst in their role as Town Councillors.
This was included in the annual review process considered by Full Council and
delegated to Policy and Resources Committee.

3.4.

Following consultation with CALC, Officers have drafted some guidelines attached
at Appendix A. Committee members are asked to review the draft and make
suggestions for improvements, additions and amendments as necessary.

4.

Financial Implications

4.1.

None pertaining to this report.

5.

Legal Implications

5.1.

None pertaining to this report.

End
Linda Blake
Town Clerk
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ZERO TOLERANCE ON HARASSMENT AND ABUSE – GUIDELINES FOR COUNCILLORS

Purpose and Scope
1.

Statement

1.1.

The Council will not tolerate any instances of work-related violence, including verbal
abuse, to our staff. All employees have the right to be treated with consideration, dignity
and respect.

2.

Definitions

2.1.

We will define work-related violence as: any incident in which an employee is abused,
threatened or assaulted by a member of the public in circumstances arising out of the
course of his/her employment. This is based on the Health and Safety Executive’s
definition.

2.2.

Employee includes staff, Councillors and volunteers.

3.

Responsibilities of staff and managers
Managers

3.1.

All managers have a responsibility to implement this policy and to make sure their staff
are aware of it and understand it. Managers should also:


Treat any reports of work-related violence, threats or abuse seriously and respond
to them promptly.



Record details of the incident where appropriate and give all employees involved in
the incident full support during the whole process. Managers should also respond
and consider seriously any suggestions made by staff about how to improve
violence prevention and management, and give feedback to staff about their
suggestions, including whether it will be taken forward and if not, why not.



Set a positive example by reporting all incidents of violence and abuse and not
tolerating abusive behaviour from customers and members of the public.



Respond to and, where possible, resolve incidents, ideally before they escalate.



Monitor incidences of violence and abuse and initiate appropriate action if more
measures are needed. Review and amend this policy and the risk assessment as
necessary.



Where possible, direct staff to appropriate support and advice after an incident has
occurred. Encourage other staff members to support their colleagues, including
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those that might have witnessed the incident. If victims are particularly traumatised
by the event, provide support where possible.


If an investigation is needed, work with the police and offer any assistance needed
to help in their enquiries.

Managers have a responsibility to act in a way that does not incite or increase the
likelihood of violence. They also have a responsibility to respond to any reports of
violence. Any manager found to be encouraging or inciting violence or not resolving
potentially violent or abusive situations may be subject to disciplinary action.
Staff
3.2.

All staff have personal responsibility for their own behaviour and for ensuring that they
comply with this policy. There are a number of things that staff can do to help prevent
work-related violence:


Be aware of the Council’s policy and comply with it, including specific policies on
aspects such as the sale of alcohol or excluding customers.



Offer good customer service and be aware of customer needs.



Recognise the potential for work-related violence and take action to resolve it early
on. Staff should take positive action and, for example, contact a manager if they
think a customer or member of the public might cause problems.



Don’t accept instances of work-related violence directed towards themselves or
others. Staff should report any instances of violence, threats or abuse, including any
details about when it happened, who was involved and any relevant circumstances
that may have contributed to the incident. Serious incidents should be reported in
the incident book kept in the manager’s office but minor incidents and incidents of
verbal abuse should be reported to managers as they occur.



Be supportive of colleagues who are victims or witnessed work-related violence.



Suggest additional measures to managers which might help to prevent and manage
work-related violence.

3.3.

Staff have a responsibility to act in a way that does not incite or increase the likelihood of
violence. Any staff member found to be encouraging or inciting violence may be subject to
disciplinary action.

4.

Risk assessments

4.1.

The risk assessments for work-related violence are kept in the manager’s office in the
health and safety folder.
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4.2.

The risk assessments are conducted by the senior manager and are reviewed every year,
unless an increase in the number of incidents suggests the assessment should be
reviewed more frequently.

4.3.

The risks were assessed by talking to staff, reviewing the incident book and considering
the work environment and job design. If staff believe a risk factor has not been covered
by the assessment or have ideas on further prevention measures, they should discuss
these with their manager. The contents of the risk assessment will be communicated to all
staff and appropriate training will be given.

5.

Actions following an incident

5.1.

If a staff member is being abused, threatened or attacked, they should approach their
manager or a colleague for help. Managers should respond to the situation by talking to
the perpetrator, explaining that their behaviour is not acceptable.

5.2.

Medical assistance should be provided immediately where required.

5.3.

The police should be informed of a serious incident involving physical attack or serious
cases of threatening or verbal abuse.

5.4.

Police should also be informed of persistent cases of violence, threats and abuse.

5.5.

All incidents should be recorded in the incident book and less serious incidents reported to
managers.

5.6.

Staff members will be encouraged to provide support to any victims or witnesses of
violence, threats or abuse through appropriate training, and managers should provide
support.

6.

Review dates

6.1.

This policy should be reviewed yearly when all other policies are reviewed, or if regular or
serious incidents arise that suggest it needs to be revisited.

7.

Reporting and recording systems

7.1.

Staff have a responsibility to report incidences of work-related violence, including threats
and verbal abuse, to managers. All incidents, including physical attacks, serious or
persistent threats and verbal abuse, must be recorded in the incident book in Council
office.

7.2.

This asks for details of when the incident occurred, who was involved, descriptions of the
perpetrator and any relevant circumstances that may have contributed to the incident.
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7.3.

Any incidents resulting in major injury to staff or that cause staff to be off work for three
days or more must be reported under the RIDDOR Regulations 1995. Any incident which
results in a member of the public being taken directly to hospital from the premises must
also be reported. Managers should contact the HSE Incident Contact Centre on 0845 300
9923 to report the incident.

7.4.

Less serious incidents should still be reported to managers as they occur and managers
should make a note of these. If managers notice an increase in reports, several reports
within a short period or reports about the same perpetrator, managers should record the
details, ask staff for more information and take action. The action may include contacting
the police or other local businesses about a persistent offender, reviewing the risk
assessment and considering further prevention measures, or increased vigilance by
managers or staff to prevent a more serious incident occurring.

