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1. Introduction

This guide aims to help tenants’ and residents’ groups gain access to funding for projects, which would benefit the community they serve. East Lothian Council and East Lothian Tenants and Residents Panel have developed this guide jointly.

East Lothian Council makes money available for tenants groups from the Tenants Services Budget in the Housing Revenue Account. (The Housing Revenue Account is money received by the Council from tenants’ rents). As this is a cash-limited fund, the Service Development Manager will meet with any applicant to carefully consider any requests for funding.

This guide explains the conditions, which need to be met for a successful application.  Each application for grant assistance needs to be fully assessed before any money can be released.  Each group also need to monitor and evaluate the use of the grant to make sure that the purpose of it was achieved.  All of this may seem to be a little over the top, but all public money must be accounted for in the correct way.  

Your organisation or group should decide under which heading you wish to apply.  If you need advice on this, please contact the Service Development Manager.

Other assistance is available from the Council, e.g. help with photocopying in local area offices. Further advice and assistance is available from the appropriate Area Manager or the Service Development Manager.

2. Grant Headings

The information below provides details of the type of grants available, the level of funding that would be available and who would administer the approval of grant applications.

	Name of Grant
	Amount
	Decision Made By
	Purpose

	Annual Administration Grant
	Up to a maximum of £300 plus 50p per council tenancy the area covers

New groups can also qualify for a £100 start up bonus in addition to the £300.
	East Lothian Council

(Service Development Manager)
	· Equipment/furnishings

·   Printing

·   Publicity

·   Stationery

·   Room hire/rent

·   Training 

	Development Grant
	Up to a maximum of £500
	East Lothian Council and ELTRP
	· Surveys

· Consultation work

· Visits to other groups/councils

· External advice/assistance

· Training

· Campaigns


Other assistance is available from the Council, e.g. help with photocopying in local area offices. Further advice and assistance is available from the appropriate Area Manager or the Service Development Manager.

3.   
Eligibility

The Council wants to encourage grant applications from members of the community but to receive funds from the Council, organisations and groups must satisfy certain conditions.

Criteria:

a) Your organisation should be non-profit making and should also have a committee, who have been democratically elected.

b) A constitution will be required for organisations requesting funding.

c) Organisations will be eligible for only one administration grant in any financial year.

d) East Lothian Council is committed to equality. Organisations must show a commitment to equal opportunities.

e) Grants will not be awarded retrospectively.

f) Applications will be required to sign the ‘General Conditions of Grant’ on the application form, agreeing to abide by the Council’s conditions of award relating to each specific grant.

g) Successful applicants will be required to complete an evaluation form and submit along with a treasurer’s report, receipts and a covering letter explaining how the money was spent.

h) Applications will be judged against the specific criteria of the grant scheme.  Awards will be determined by staff of the Council and ELTRP under delegated powers.

i) The organisation must have a bank account in the name of that organisation.  There must be at least two signatories to this account who are members of the management committee or the organisation.  The two signatories should not be related or from the same household and all cheques must be signed by both.

j) Provision must be made for up-to-date accounts to be kept and for those accounts to be certified annually by an independent responsible person.

k) The organisation must be open to inspection by council staff on request.  The organisation will provide such financial information or other information as the Council may request.

l) The grant must only be used for the purpose for which it was approved by East 

 Lothian Council.  At the end of a project, or in any case where the organisation ceases to exist, or where there is a breach of any of the grant conditions, any equipment bought with the grant aid will be given to the Council.  Any unspent grant will be repaid to East Lothian Council, unless agreed by the Service Development Manager that it can be carried forward.

4.   
Scheme Administration and Decision Making

Grant application forms will be available from the Service Development Manager.  All completed forms should be returned to the Service Development Manager.

Decisions will be made on applications within an agreed time period.  The Service Development Manager will be responsible for notifying organisations on the outcome of their application.  Grants will be assessed through the following mechanisms.

	Name of Grant
	Decision Made By
	Time Period

	Annual Administration

Grant
	East Lothian Council

(Service Development Manager)
	Grants can be applied for at any time.  Grant will be decided within four weeks of receipt of all information.

	Development Grant
	ELC/ELTRP sub-group
	Grants can be lodged at any time.  Grant will be decided within four weeks of receipt of all information.


4.1    
Disputes over grant awards or decisions

When assessing grants if no agreement is reached by the Service Development Manager and ELTRP, the application will be passed to the Director of Community Services for a decision.

If a group is unhappy with the decision made by the Director, a formal appeal can be made by individual groups, which will be decided upon at the following meeting of the appropriate Cabinet.

 5.       
Feedback

All organisations that receive a grant will be asked to complete a feedback form and return this along with a treasurer’s report that explains how the money has been spent, along with the relevant receipts
The Council has an obligation to check that grant awards are properly used for the purposes for which they are made.  

All forms will be provided to the organisation when a grant application is approved, along with the dates that the feedback form has to be completed.  Groups will be able to access the advice of the Council when undertaking projects of a complex nature where professional assistance may be required.

Application Form

TENANTS AND RESIDENTS ASSOCIATIONS 

GRANT APPLICATION FORM

Section 1.  
General Information

    1.
      What is the name of your group?


 2.
       Name and Address for Correspondence (ideally this will be the secretary) 


3.
What is the purpose of your group? (e.g. to improve the local area)


   4.
       Where does your group normally meet?


5.             How often does your group meet?


6.       Which geographical area does your group serve?


7.
Does your group have a formal constitution or a set of rules for running the group?     

Yes                      No    

If ‘Yes’ please enclose a copy of your constitution.  (You will need to have a constitution before any award can be considered).  Contact the Service Development Manager or ELTRP if you require further assistance. 

8.          Does your group have office bearers?    Yes            No

             Please give their details


Section 2.  

Information About Your Group’s Proposal
1. Which grant heading are you applying under? (Annual Administration Grant or Development Grant)


2. If this application were not successful, what effect would it have?  (You may wish to discuss this with the Service Development Manager before completing) 


Section 3.

Financial Information
      1.
How much are you applying for?


Please provide a full breakdown of the items, which will be purchased and/or costs which will be met from grant aid.  


      

      2.        Is this application a one-off grant?  Yes                  No   

If ‘No’ please give details of any other financial assistance you have applied for in this financial year.



3.        Has your group applied for grants from other bodies?  Yes               No

           If ‘Yes’, please give details below.


           Name of body applied to                                                


           Date of Application

           

           Amount Requested 


           Approved Yet?      Yes               No

4.        Will this grant be matched by or draw in any other funding?

            

           Yes                 No  

If ‘Yes, give details


5. Have you raised any money through other means?  E.g. fundraising events. Please specify.



6. Before a grant can be awarded, we need to have details of your group’s financial position.  Please enclose a copy of your group’s most recent accounts (for existing groups) or last year’s financial statement, signed by your treasurer.

7. Please give the name, address and sort code of the Groups’ bank, the name in which the account is held and the account number. 


8. If the council were unable to meet your full request for funding, what would be the minimum amount you would need to go ahead with the project?


Section 4.

Data Protection and Signature
       1.
   As part of the Data Protection Act (1984) East Lothian Council needs your  

   permission to store your details on computer.

   Do we have your permission to store your details on computer?

   Yes

No

Other related organisations may ask for your details. Do we have your permission to     pass these on?




               Yes

 No            

     2.       Please ensure that you have included the following:

· Application form with all sections completed

· Constitution

· Accounts/treasurer’s report

3.      Please complete the section below to confirm that the information about your 

         grant application is correct.


Please return the completed application and attached papers to:

Service Development Manager 

(Community Housing)

Community Housing Services 

East Lothian Council 

Penston House

Macmerry Industrial Estate

MACMERRY

EH33 1EX 
Tel: 01620 827483

Email: jcoutts@eastlothian.gov.uk
For assistance with this form, please contact the Council’s Service Development Manager (Community Housing) or:

East Lothian Tenants and Residents Panel

47 Bridge Street

Musselburgh

EH21 6AA
Tel: 0131 665 9304
Email: tenantspanel@hotmail.com
FEEDBACK FORM

1. What is the name of your group?


2. Name and address for correspondence


3. Which Grant did your organisation apply for?


Annual Admin Grant


Development Grant

4. What was the Grant for?


5. Please describe, in financial terms, how the grant was spent.  Include any details of an under or over spend.


6. How did the grant make a difference?  Please describe how you measured this.


7. How many people benefited from this project and what have they gained?  Describe how you measured this?


8. Are there any other comments you would like to make?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Completed by ………………………………………………………………………………………..

Approved by committee?    Yes                        No

Signature ……………………………………………………………………………………………….

Date …………………………………………………………………………………………………..

Thank you for taking the time to complete and return this form.

Pleas refer to your approval letter for the date this form should be returned.
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Name of Chairperson:


Address:








Telephone No:





Name of Secretary:


Address:








Telephone No:








Name of Treasurer:


Address:








Telephone No:





























































































































AmA     Amount Raised:

















££   £














Name:					Position in Group:





Address:











Postcode:


Tel:


Fax:


Email:





Signature:					Date:
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