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MINUTES OF A MEETING OF  
THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 
held in the Council Chamber, Belle Vue Terrace, Malvern  

on Wednesday 3 May 2023 at 6.00 pm 
 
 

Councillors In attendance 
C Hooper (Chairman) Linda Blake - Town Clerk 
D Mead, substitute for C Fletcher  Charles Porter – Operations Manager 
A Stitt  Louise Wall – Minute Clerk 
  
Absent  
C Fletcher (apologies and had substituted Cllr D Mead) 
N Mills (apologies)  
R McLaverty-Head (apologies)  
J Wilkinson (apologies)  

 

58. APOLOGIES FOR ABSENCE 

Apologies for absence received from Councillors Neville Mills, Ronan McLaverty-
Head, Josie Wilkinson and Clive Fletcher were NOTED.  

59. DECLARATIONS OF INTEREST 

None.  

60. 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: 

 Policy and Resources Committee meeting 21 March 2023. 

PUBLIC PARTICIPATION 

None. 

61. REVIEW OF HEALTH AND SAFETY POLICY 

Report PR01/23 was received and accepted. 

The Town Clerk explained that the last review of the Health and Safety policy had 
been a minor review carried out in 2016.  A more thorough review was now due and 
members of the committee were asked to review, comment and amend where 
necessary the policy at appendix A to the report. 

The Operations Manager, qualified holder of National Examination Board in 
Occupational Safety and Health (NEBOSH) level 6, had evaluated the current policy 
and confirmed that there were some updates to be made including the various 
reforms and acts.  He also suggested that the policy be split into two parts – a brief, 
overall policy statement to be published on the Town Council’s website, and a more 
detailed policy for employees which would be for use by staff only. 

The policy was reviewed in depth by members of the committee, the Operations 
Manager and the Town Clerk, with amendments discussed and agreed. 
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It was RECOMMENDED that the amended Health and Safety Policy, formatted in 
the style agreed by the recent Policy Review Task and Finish Group and attached 
at Appendix A to these minutes be approved and adopted. 

62. APPROVAL OF DRAFT POLICIES (1ST DRAFT FROM POLICY REVIEW TASK 
AND FINISH GROUP) 

Report PR02/23 was received and accepted. 

The Town Clerk informed committee that the Policy Review Task and Finish Group 
had reviewed a further four policies but had not been able to meet again to approve 
the amended drafts.  These were therefore being presented at the meeting for 
consideration and comment, before being recommended to Full Council for 
adoption. 
Members then considered the following policies: 
 Use of social media policy – now social media policy 
 Website privacy policy – now privacy policy for users of Malvern Town 

Council’s website 
 Whistleblowing at work policy 
 Zero tolerance policy on harassment and abuse of councillors – now anti-

harassment and abuse policy (councillors) 
There were no further amendments required and it was RECOMMENDED that the 
following four policies as amended be approved and adopted: 
 Social media policy 
 Privacy policy for users of Malvern Town Council’s website 
 Whistleblowing at work policy 
 Anti-harassment and abuse policy 

63. LARGE GRANTS SCHEME, 2ND ROUND 2022/23 – RESUBMISSION OF 
APPLICATION FROM 1st MALVERN BOYS BRIGADE 

Report PR03/23 was received and accepted. 

The large grant application from 1st Malvern Boys Brigade had originally been 
submitted in March 2023 but had not qualified for submission to the meeting of 
Policy and Resources Committee on 21 March 2023 because the application had 
been missing some required information. It had been agreed that the Boys Brigade 
could reapply to the next meeting of Policy and Resources Committee. 

All required information had now  been submitted.  Members were supportive of the 
application and the organisation, recognising the important work that the Boys 
Brigade carries out with children and young adults. 

It was AGREED to award a large grant of £1,400 to 1st Malvern Boys Brigade. 

64. LARGE GRANTS SCHEME, 2ND ROUND 2022/23 – FRIENDS OF MADRESFIELD 
SCHOOL ADDITIONAL INFORMATION 

Report PR04/23 was received and accepted. 

The large grant application from The Friends of Madresfield School for £2,500 was 
originally submitted to the meeting of Policy and Resources Committee on 21 March 
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2023 but due to a lack of detailed costs for the proposed project, it had been agreed 
that the application could be resubmitted, including a full breakdown of the project 
costs, at the next meeting of Policy and Resources Committee. 

Members noted that although the school was outside of the Malvern Town area, 
over 75% of the pupils lived in Malvern, and therefore the grant could be supported.  

A detailed breakdown of the project costs had now been provided including 
examples of the tools and equipment required for the growing garden. 

It was AGREED to award a large grant of £2,500 to The Friends of Madresfield 
School. 

65. FINANCIAL REPORTS 

The financial reports were received and accepted, along with the cash report CR1 
and the bank payments schedules for January, February and March 2023. 

The Town Clerk explained some of the main points of the report: 

• Total bank balances at the end of March 2023 of £811,882 are slightly higher 
than the same period last year. 

• Higher interest is now being received on the Public Sector Deposit Fund and 
the Local Authorities Property Fund.  Rates are kept under constant review 
and the Town Clerk would consider whether to add the monies from the Mill 
Lane transfer to the property fund. 

• Debtor days outstanding – at the end of January debtor days were 12.3 but 
rose to 27.42 by the end of March.  The increased number of days was still 
within the Council’s target of 30 days.  One bad debt had been written off in 
this period, for an outstanding allotment account. 

• Creditor days outstanding – at the end of March, creditor days were 21.12, 
within the Council’s target payment terms of 30 days.   

Cash Report CR1 January, February and March 2023 

Committee NOTED the cash report for January, February and March 2023. 

Bank Payments Schedule January, February and March 2023 

Committee NOTED the bank payments schedule for January, February and March 
2023. 

66. MALVERN TOWN COUNCIL FACEBOOK ACCOUNT 

Report PR06/23 was received and accepted. 

The Town Clerk reported that the current Town Council Facebook account is a 
personal one and officers had suggested that it would be more professional to 
change to a business account.  The change would be at no cost to the Council, and 
would take approximately two months to complete. 

It was AGREED that officers set up a business Facebook account for Malvern Town 
Council to include a phased changeover period.  
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67. DATE AND TIME OF NEXT MEETING 

  It was AGREED that the date of the next meeting will be Wednesday 14 June 2023 
at 6.00 pm. 

The meeting finished at 7.10 pm. 

 

 

 

………………………………………………(Chairman) 
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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 
MALVERN TOWN COUNCIL 

to be held on Wednesday 14 June 2023 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
REVIEW OF TOWN COUNCIL’S GRANTS SCHEME 

 
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.  Further reviews took place in April 
2021 and April 2022, but no significant changes were made. 

3.2. The past two years have seen a low application rate for both small and large grants 
and with a new committee, officers thought it an ideal time to undertake a further 
review of the scheme and ensure it is both effective and user-friendly. 

3.3. The current grants scheme guidance notes are attached at Appendix A to this report. 
3.4. Officers have reviewed the grants scheme policy and have identified eight 

discussion points: 
1) Timing of the scheme 

The scheme is now running bi-annually in August/September and 
February/March. 
Discussion point – are these timings working and how does council deal with 
any applications in-between? 

2) Emergency grants 
The Special Grants scheme has been removed and replaced with Emergency 
Grants for Exceptional Circumstances.   
Discussion point – is this system working as there have been no emergency 
grants claimed during the last year? 

3) 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?  
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4) Frequency of applications 

The current scheme allows an organisation to apply each year with every 
application to be considered on its merits and therefore the frequency is only 
relevant if there are pressures on the budgeted funds available. 
There are also no definitive rules on whether an organisation can apply once 
or twice in a single year and perhaps this needs to be clearly stated. 
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? 

5) 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 grant rules 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? 

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

7) Support of running costs 
The eligibility criteria are clearly set out within the grant scheme rules, but one 
of the issued raised by groups is the lack of support for running costs.  The 
historical reasoning behind the exclusion of running costs is so that an 
organisation does not become dependent on Town Council funding for its core 
activities, but it does seem apparent that this is one reason why groups do not 
apply. 
Discussion point – should consideration be given to the inclusion of running 
costs or should they remain excluded? 

8) Any other points 
Members of Policy and Resources Committee are delegated to decided on 
whether to award grants. 
Discussion point - are there any other improvements which would make your 
role assessing grants easier and facilitate assessment of the grants?  Do 
councillors feel they are given enough relevant information? 

3.5. Following comments, suggestions and amendments made, 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 2023/24 has been set as follows: 

• Small grants £5,000 

• Large grants £10,000 

• Emergency grants – no specific budget, funds to come out of reserves as 
agreed by Full Council 
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4.2. Grant funding agreed during the second year of the new scheme has been as 

follows: 

• Small grants £2,370 

• Large grants £15,187 
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 SCHEME 
GUIDANCE NOTES FOR APPLICANTS 

1. 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. 
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ii. To ensure the provision of voluntary services needed by the Town’s 
residents. 

iii. To enable local people to participate in/benefit from voluntary groups and 
activities. 

iv. To help Malvern’s voluntary groups1 to improve their effectiveness.  
v. To support organisations that meet the needs of people experiencing social 

and economic difficulties. 
vi. To improve or enhance the local environment.  
vii. To improve access to services for all sections of the community. 
viii. 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) organisations that do not provide a service to the Malvern community; 
b) individuals; 
c) general appeals;  
d) statutory organisations or the direct replacement of statutory funding; 
e) political groups or activities promoting political beliefs;  
f) religious groups where funding is to be used to promote religious beliefs; 
g) arts and sports projects or animal welfare groups with no community or 

charitable element; 
h) projects that take place before an application can be decided; 
i) organisations that have a closed or restricted membership; 

 
1 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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j) 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. 
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7.4. 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

http://www.malverntowncouncil.org/about-your-council/what-we-do/
mailto:dpowell@malvern-tc.org.uk
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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? Yes No 

Sort code:  
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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: £ 
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Briefly outline the reason for your 
application and how the amount requested 
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 
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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:  

 
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: 
 

 
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      

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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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 
MALVERN TOWN COUNCIL 

to be held on Wednesday 14 June 2023 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
FLAG FLYING POLICY 

 
1. Purpose of Report 
1.1. For decision. 
2. Recommendation  
2.1. Council is asked to review the flag flying policy for council-owned flag poles as 

detailed in Appendix A. 
3. Background 
3.1. Malvern Town Council manages two main flag poles within the town.  One on the 

front the town council offices on Belle Vue Terrace and the other in the grounds of 
Malvern Library. 

3.2. At present, the Union flag is flown from these flag poles for most of the year.  
Please note that for the purposes of this report, the National Flag of the United 
Kingdom will be referred to as the Union Flag. 

3.3. The Town Clerk has delegated authority to fly flags from the approved list at 2.2 in 
the flag flying policy at certain times of the year.  This may be in line with specific 
national events such as Armed Forces Day or to mark certain occasions such as a 
visitor from a partnership town. 

3.4. The flag flying policy does not cover the flag poles erected on businesses 
throughout the town during the summer months. 

4. Financial Implications  
4.1. There may be the need to purchase new flags from time to time.  These costs are 

minimal and therefore can be covered through the Town Council’s annual civic 
budget. 

5. Legal Implications 
5.1. Some forms of flags will require planning permission under the Town and Country 

Planning Regulations 2007 although many of the relevant flags do not require 
consent and the council has the freedom to fly flags within this category on any 
day of the year. 

 
 
End  
Linda Blake 
Town Clerk



Reviewed by: Full Council – 12 June 2019 
Adopted: Full Council – 12 June 2019 
Next review due: June 2023 
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MALVERN TOWN COUNCIL  
FLAG FLYING POLICY 

1. Introduction 

1.1. Malvern Town Council manages two main flag poles within the town.  One on the 

front of the Town Council offices on Belle Vue Terrace and the other in the 

grounds of Malvern Library. 

1.2. For the purposes of this policy, the National Flag of the United Kingdom will be 

referred to as the Union Flag. 

2. Scope of this policy 

2.1. Council-owned flag poles will fly the Union Flag at full mast as standard. 

2.2. Flags to be included as part of the annual calendar will include: 

i. The Commonwealth flag 

ii. The Cross of St George 

iii. The Armed Forces Day flag 

iv. The Merchant Navy flag 

v. The Rainbow flag 

vi. National flags for the towns of Mariánské Láznĕ and Bagnères-de-Bigorre 

2.3. The Union flag shall always be flown the correct way up.  Therefore, in the half of 

the flag nearest the flag pole, the wider white diagonal stripes must be above the 

red diagonal stripes. 

2.4. Flags will not be flown in a worn or damaged condition which could show 

disrespect to those they represent. 

2.5. The Union Flag may be flown at half-mast to mark the following occasions: 

i. On the death/funeral of the Sovereign 

ii. On the death/funeral of another senior member of the Royal Family 

iii. On the death/funeral of the Prime Minister or ex-Prime Minister 

iv. On the death/funeral of a member of the council or a former Mayor 

v. At the discretion of the Town Clerk, Mayor and Deputy Mayor to mark an 

occasion of national mourning where British lives have been lost 



 

 

2.6. When flying the Union Flag at half-mast, it will be flown two-thirds of the way up 

the flag pole with at least the height of the flag between the top of the flag and the 

flag pole where possible. 

2.7. The Council shall not allow the use of flags for political purposes or for the 

purposes of advertising. 

2.8. Delegations to consider requests outside of the agreed flag list will be given to the 

Town Clerk who may call a meeting of the Emergency Decision Making Group 

should any contentious issues arise. 
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A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 
MALVERN TOWN COUNCIL 

to be held on Wednesday 14 June 2023 at 6.00 pm 
in the Council Chamber, Belle Vue Terrace, Malvern 

 
CALENDAR FOR POLICY REVIEWS 

 
1. Purpose of Report 
1.1. For decision. 
2. Recommendation  
2.1. Policy and Resources Committee is asked to consider and approve the calendar 

for policy reviews to cover the period 2023/24 until 2026/27. 
3. Background 
3.1. Full Council resolved in April 2022 to set up a Policy Review Task and Finish 

Group to clear the backlog of policy reviews.  This work has now been completed. 
3.2. The next step is to agree a timetable for future policy reviews to ensure that 

regular reviews take place and that this workload is manageable through 
scheduled Policy and Resources Committee meetings. 

3.3. Officers have now created a draft timetable, attached at Appendix A, so that Town 
Council policies can all be reviewed over the next four years.  Points to note are as 
follows: 
• The schedule includes a review of two policies in most quarters of the year. 
• The Environmental Policy will be reviewed by Operations and Planning 

Committee. 
• Larger and more detailed items such as financial regulations, standing orders 

and the health and safety policy will require a more involved review and 
therefore have been given a quarter each to review. 

• The item relating to human resources may required the setting up of a task 
and finish group to assess what policies are in place, what policies are 
covered by the National Agreement on Pay and Conditions of Service, and 
any policies which need reviewing. 

4. Financial Implications  
4.1. None pertaining to this report. 
5. Legal Implications 
5.1. Many of the Town Council’s policies have legal obligations such as health and 

safety, GDPR, HR and whistleblowing.  The legal implications arising from each 
policy must be regularly reviewed and updated as necessary. 

End  
Linda Blake 
Town Clerk



APPENDIX A 

Policy Last reviewed Next 
review 

Timetable 
for review 

Published 
website Notes 

Standing Orders 03 October 2018 Oct-22      
Grants Scheme Guidance Notes 25 May 2022 May-23 Q1 2023/4  Biennial review 
Flag Flying Policy 12 June 2019 Jun-23 Q1 2023/4    
Financial Regs 25 September 2019 Sep-23 Q2 2023/4    
Human Resources Policies  various ongoing  Q2 2023/4    
Environmental Policy 03 November 2022 Nov-23 Q3 2023/4  Reviewed yearly 
Communications and Publicity – Cllrs’ guidelines 18 December 2019 Dec-23 Q3 2023/4    
Data Protection Policy 11 December 2019 Dec-23 Q4 2023/4    
Freedom of Information Policy 01 December 2019 Dec-23 Q4 2023/4    
Town Council Hardship Fund 03 April 2023 Dec-23 Q3 2023/4    Initial 6-month review, issued 5 June 
Standing Orders 03 October 2018 see note Q1 2024/5  Normally when updated by NALC 
Football Pitch Policy  01 July 2020 Jul-24 Q2 2024/5    
Training Policy (Councillors) 03 March 2021 Mar-25 Q2 2024/5    
Vexatious Behaviour and Complaints Policy 21 April 2021 Apr-25 Q3 2024/5    
Bike2Work scheme  06 July 2021 Jul-25 Q3 2024/5      
Complaints Procedure 06 July 2021 Jul-25 Q4 2024/5    
Anti-fraud, Bribery and Corruption Policy 15 March 2022 Mar-26 Q4 2024/5    
Anti-harassment and Bullying Policy (E’ees) 15 March 2022 Mar-26 Q1 2025/26    
LGA Code of Conduct 23 June 2022 Jun-26 Q1 2025/26    
Electronic Payments Policy 20 December 2022 Dec-26 Q2 2025/26    
Employees' Appearance and Dress Code Policy 20 December 2022 Dec-26 Q2 2025/26     
Equality and Diversity Policy 20 December 2022 Dec-26 Q3 2025/6    
General Privacy Notice 20 December 2022 Dec-26 Q3 2025/6    
Community Engagement Strategy 13 April 2023 Apr-27 Q4 2025/26    
Information Technology Users' Policy 13 April 2023 Apr-27 Q4 2025/26    
Planning Policy 13 April 2023 Apr-27 Q1 2026/27    
Smoke-free Policy 13 April 2023 Apr-27 Q1 2026/27    
Anti-harassment and Abuse Policy (Cllrs) 18 May 2023 May-27 Q2 2026/27    
Privacy Policy for Users of MTC's Website 18 May 2023 May-27 Q2 2026/27    
Health and Safety Policy Guidance Notes 18 May 2023 May-27 Q3 2026/27    
Social Media Policy 18 May 2023 May-27 Q4 2026/27    
Whistleblowing at Work Policy 18 May 2023 May-27 Q4 2026/27    
Safeguarding Policy 01 May 2017       Decide if still required 
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