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[bookmark: _Toc132126978][bookmark: _Toc132888349]Introduction

These guidelines are designed to help you to complete online applications for the Mayor’s Community Grants Programme using our online grants management system. 

The information provided will tell you how to use the online application form and give you guidance on how to answer the questions on the forms.

[bookmark: _Toc132126979][bookmark: _Toc132888350]Application process

All bids must be submitted using online forms via the council’s online portal, Blackbaud. The council cannot accept submissions by email, by post or by hand.

You will be required to complete an ‘Organisation Form’ and a separate ‘Project Form.’ You can access the forms by clicking on the following links:
· The Organisation Form
· The Project Form  

You will only be required to submit one ‘Organisation Information Form’ and will need to submit a separate ‘Project Form’ for each project you are applying for. 

[bookmark: _Toc132126980][bookmark: _Toc132888351]Training and support from the council

[bookmark: _Toc132126981][bookmark: _Toc132888352]Support from the council

The council is delivering three information events for organisations who are interested in applying.
In these sessions a council officer will guide you through the bidding process and show you how to complete the online forms.
The sessions will take place on following dates:

Session 1
Date: Wednesday 26 April 2023
Time: 1.30pm to 3pm
Venue: Council Chamber, Tower Hamlets Town Hall



Session 2
Date: Friday 5 May
Time: 10am – 11.30am
Venue: Online

Session 3
Date: Thursday 11 May 
Time: 6 – 7.30pm
Venue: The Reach Community Hub, 11 Oliphant St, Blackwall, London E14 0GB

To book a place on any of these sessions, sign up via Eventbrite by clicking the link here. Top tip! Once you have created a login to your online application form, you can save your online application at any point and return to it later.





[bookmark: _Toc132126982][bookmark: _Toc132888353]Completing the forms

[bookmark: _Toc132126983][bookmark: _Toc132888354]Step 1: Creating an account login

If your organisation does not already have a funding account, you will need to create one. This account is not the same as the council’s general online services account.]

When you click on this link LBTH Funding log in page or any of the direct links to the funding forms we have provided the first thing you will see is the screen shown in the following image.
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· Enter your email address. 

· Click on ‘New Applicant’ (or, if you applied to the council for funding previously, simply enter your email address and password. If you have forgotten your password, please click on ‘Forgot Password’)

· Create a password. It must have at least 12 characters – for example ‘Towerhamlets!’

You must remember the email address you have used and your password as you will need them every time you log into your account.

You will be asked to create an account – this allows you to access your saved forms at any time.

Confirm your email and password exactly as on the previous screen.

· Click on ‘create an account’

· You should receive an email from London Borough of Tower Hamlets – email address vcs@towerhamlets.gov.uk.

The Subject field will say: Welcome Grantseeker

· The email message will confirm your login password.  It will also give a link which you need to click on when returning to an application you have started to work on.


[bookmark: _Toc132126984][bookmark: _Toc132888355]Step 2: Eligibility Quiz

Each form has an Eligibility Quiz.
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You will need to complete our simple eligibility quiz to make sure you are eligible to receive funding from us.

Click on the drop-down arrow. When you have responded to all questions, click ‘submit.’

Are you eligible?

If your answers DO NOT meet our requirements, you will not be able to proceed with the rest of the application.

If your answers DO meet our requirements, you will be taken to page 1 of the online application form.

You may find you have to complete the eligibility quiz each time you return to your form.  Unfortunately, the system we use does not allow you to bypass this step.

[bookmark: _Toc132126985][bookmark: _Toc132888356]Step 3: Completing the online forms

This section will take you through the technical elements of how to complete the online forms.

For most of the questions you are asked to simply type your answers into a box under the question. Click in the box you want to complete and use the tab key to move between boxes.

Sometimes you will be required to tick a box or select from options, and it will be explained later in this guidance exactly what you need to do.

You must answer all questions marked with a red asterisk *. These are ‘mandatory’ and if you do not answer these questions, you will not be able to submit your form. You will be given a warning before submitting the final form if you have failed to complete one of these questions.

More than one person can contribute to your organisation’s form. They must use the same account log in details to get access to the form.  However, two people will not be able get access to the form at the same time.  The person completing the declaration section is responsible for the content of the form regardless of who has contributed to it.

Top Tip!: Save regularly as you progress through the form or your answers may be lost.





[bookmark: _Toc132888357]Page Headings

There are tab headings at the top of your screen that we refer to as pages.  For the organisation form they are:
· General Information
· Organisation Information
· Contact Details
· Organisation & Administrative Details
· Review My Application
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You can click on each page to see that page of the form. You will not be able to submit until all the pages are completed.

The layout is similar for the Project Form but there are more pages.

[bookmark: _Toc132888358]Word limits

We have set word limits in various sections of the forms. The limits have been set to assist you as well as the assessment process.

Your answers must be within the maximum word limits specified. If you exceed the word limit, the additional information will not be taken into consideration in the assessment.

Please bear in mind that the limits have been set reasonably high to meet the needs of complex project proposals which may involve several partner organisations. It is not expected that you will need to use the full word limit to complete a good response.

Where a large amount of information/detail is required, your response should be as clear and concise as possible.

Top tip: You can use a separate Microsoft Word document to prepare your answer. You can then check your wordcount by going to the toolbar, selecting Tools and clicking Word Count.





[bookmark: _Toc132888359]Returning to your form

To return to your form you must click on the link that was sent to you in your confirmation email. Once you click on that link you then login using your email address and password.  Do not use any other links as they may take you to a new blank form!  

You should then see a screen headed ACCOUNT and your email address, which should have two yellow banners, one indicates whether you have any “In Progress Applications” still to be completed and a second banner indicating whether you have any “Submitted Applications.”
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To go back to your un-submitted application go to the Open banner and click into the link to go back to your form.

Top tip: Before finally submitting your form you should print the ‘final draft’ and ask a colleague (who has not been involved in writing it) to read through it for you - get them to ask questions about any aspect of your answers that they don’t fully understand: (the person assessing your form may not fully understand it either) you can then edit the information to make things clearer.








If you have submitted your form, you can still view it under the submitted banner, but you will not be able to make changes – so be sure that you are happy with your form BEFORE you submit it.

Reviewing your form

Click Review My Application this allows you to review the information you have completed to date and make any necessary changes. It will also alert you if you have not completed a mandatory section of the form.

To print your form

Click on Printer Friendly Version and then the print button. To return to your form close the page.

Top tip: You must click save before printing your form so that your most up to date version prints out.





[bookmark: _Toc132126986][bookmark: _Toc132888360]Attachments

Before you can attach the documents we require, you need electronic versions of them saved onto your computer.

If you don’t have electronic copies, then you can scan the paper copies and save them in a folder on your computer.

The maximum size for all attachments combined is 25 MB. You will not be able to upload files ending in: .exe, .com, .vbs or .bat

To upload a document

There are several sections under the “Organisational & Administrative Details” page where you will find the following two icons to attach documents.
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1. In the first drop down box you need to select from the list the type of document you wish to attach
2. Using the second box, you upload the document in much the same way as attaching a document to an email

· Click on the browse button and find document on your computer and click ‘open’

· Click the ‘Upload’ button below the filename

The system will then automatically confirm whether the document has been uploaded and tell you the size of the document.





[bookmark: _Toc132126987][bookmark: _Toc132888361]Mayor’s Community Grants Programme Organisation Form


This section will give you guidance on the information required to answer each question.  You are also strongly advised to read this alongside the ‘Assessment Criteria’ set out in the Prospectus.  This sets out the evidence we expect you to provide and tells you about the score for each question where they are assessed.

[bookmark: _Toc132126988][bookmark: _Toc132888362]Page 1 - General Information

Please ensure that you read this page carefully as you will be required to complete the declaration at the bottom of this page.
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[bookmark: _Toc132126989][bookmark: _Toc132888363]Page 2 - Organisation Information
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Organisation Name

Give the legal name of the organisation – this will be the name shown in your governing document.

Address

Give the address, city and postcode for the organisations base in Tower Hamlets. It is important that the correct details are provided as we will send correspondence to this address.

Phone number

Enter the organisations phone number if it has one.

Website Address

Enter the organisations website address if it has one.

Geographical Area Based

Select this from the drop-down box. Select the Ward area where your organisation is located. If you are unsure, you can use the Tower Hamlets Area Profiles.

Your organisation should be registered in Tower Hamlets, have a base in Tower Hamlets, or a demonstratable track record of successful service delivery within the borough.

Please either:
· Write your registered address which can be checked against public records in the text box provided 
· If your organisation is based within the borough, please upload a copy of your lease or rental agreement
· Provide evidence that you have worked with a partner organisation or have had other arrangements to provide services in Tower Hamlets for two years in the text box

Legal Status

Select this from the drop-down box. Confirm the legal status of the organisation, if the legal status of your organisation is not in the drop-down list you should select ‘other’ then specify in the space provided.

Charity Number

If the organisation is a registered charity, please enter the charity number in the box provided.

Company Registration Number

If the organisation is registered as a company limited by guarantee, please enter your company number in the box provided.

[bookmark: _Toc132126990][bookmark: _Toc132888364]Page 3 - Contact Details
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You should enter the relevant contact details for the person in your organisation that will be the primary contact for your organisation.

Where this is a consortium bid, this should be the details of the appropriate contact from the lead agency.





[bookmark: _Toc132126991][bookmark: _Toc132888365]Page 4 – Organisational and Administrative Details
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Constitution, Memorandum of Articles and Association or other document setting out governance rules
You must upload a copy of your constitution or other governance document.

Please list the board/committee dates for the past 12 months
Please type in the box dates of your management committee meetings. 

Please list your current board/management committee members
Please list in the box your management committee/Board members.

When was your last Annual General Meeting?
Please select a date from the calendar.

(For large organisations) Please list your sub-committees, meeting dates and their membership.
Please list in the box.

Borough Connection
If you are registered in the borough, please enter your address in the text box provided or attach a copy of your lease or rental agreement or provide written evidence that demonstrates your organisation has delivered services in the borough for at least two years.

Business/strategic plan or equivalent
Please upload your organisation’s business or strategic plan. 

Quality Assurance
You must upload at least one document related to your quality assurance. We have provided optional uploads for you to attach additional quality assurance documents if you need them. If you don’t have one to attach, then please use the text box provided to explain the processes your organisation uses to improve quality. The text box has a maximum word count of 400.

Managing People
Please upload your HR/staff policy document. If your document does not include all four required policy areas, please upload them separately. 

Volunteers
If you use volunteers, please upload your volunteer policy and procedure document or adequate alternative documentation. 

Managing Money
You must upload the documents we have requested under 10a-10c.

Please answer YES or NO under 10e and provide further details if answered YES in the text box provided. 

Please provide your Equality and Diversity Policy
You must upload your Equality and Diversity policy.

Please provide your Safeguarding policy
You must upload your safeguarding policy. If your organisation does not work with children or vulnerable adults, you should upload a document stating this. 

Please provide evidence of your insurance
You must upload a copy of your Public Liability Insurance Certificate. There are optional upload buttons for other insurance certificates.  Please attach and upload as appropriate.


[bookmark: _Toc132126992]










[bookmark: _Toc132888366]Page 5 – Review my Application
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Review and Submit

When you click the above you will be taken to your review page.

Red text will appear if any mandatory fields have not been filled in or have been filled in incorrectly. You will need to go back into the application and complete the relevant question.

Check that you are happy with your application and when you are ready to send your application, go to the bottom of the page and click’ submit’.

IMPORTANT INFORMATION

You must click ‘submit’ to send each application. You will automatically be sent a confirmation email.

If you do not receive a confirmation email, this means that the application has not submitted correctly; in which case, please check and submit again.




[bookmark: _Toc132126993][bookmark: _Toc132888367]Mayor’s Community Grants Programme Project Form

This section will give you guidance on the information required to answer each question.  You are also strongly advised to read this alongside the ‘Assessment Criteria’ set out in the Prospectus.  This sets out the evidence we expect you to provide and also tells you about the score for each question where they are assessed.

You must complete a separate Project Assessment Form for each of your projects.  

[bookmark: _Toc132126994][bookmark: _Toc132888368]Quiz
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Once you log in, it will ask you if you have completed the organisation application form. If you have completed it or are in the process of doing so, select “YES”.

[bookmark: _Toc132126995][bookmark: _Toc132888369]Page 1 - General Information
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Please ensure that you read this page carefully as you will be required to complete the declaration at the bottom of this page.
[bookmark: _Toc132126996][bookmark: _Toc132888370]Page 2 Contact Details for the Project
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Please enter the organisation and contact details of the person who will lead on this project.




[bookmark: _Toc132126997][bookmark: _Toc132888371]Page 3 – Project Proposal

[image: ]

Theme and Scheme
Please select the funding scheme that this project relates to – select one item from the dropdown list.

Project Name
You must give your project a name - this should be easy to understand and relevant to the project. The project name will be used to identify your project.

Short Project Description
Provide a short summary of your project. This description will be used to publicise your project. There is a maximum word count of 50.

Project Description and Service Delivery
Please provide a clear description of your project, partnership arrangements and demonstration of need. There is a maximum word count 1,000.

Experience and Track Record
Please provide details of your experience and track record. There is a maximum word count of 400.

Consortium
Please tick the box if this application is being made on behalf of a consortium, if not leave it unticked. 

Consortium/Formal Partnership Document
Please upload a consortium/formal partnership document if the application is being made on behalf of a consortium. 

Local Connections
Please outline how your project will demonstrate local connections. There is a maximum word count of 400.

Service Co-Design
Please provide details on how you will co-design your project with residents. There is a maximum word count of 400.

Quality Assurance 
Please provide details of quality assurance. There is a maximum word count of 400.

Community Cohesion and Equality and Diversity
Please provide details on how you will ensure that community cohesion and equality and diversity issues will be considered. There is a maximum word count of 400.

Value for Money
Please provide details on why you think your project will provide good value for money. There is a maximum word count of 400.

Budget Template Spreadsheet
Please upload your budget template spreadsheet

Geographical Area Served
Select this from the drop-down box. Select the Ward area(s) where your project is delivering and where your users will be primarily from.



[bookmark: _Toc132126998][bookmark: _Toc132888372]Page 4 Project outcomes


In this section we ask you to set out your project outcomes with their indicators, the way you will measure the indicators and the targets you hope to achieve.
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[bookmark: _Toc132126999][bookmark: _Toc132888373]Submit your form

Now the form is complete and you have attached the relevant information you are ready to submit your form.

Review & Submit
When you click the above you will be taken to your review page.

Red text will appear if any mandatory fields have not been filled in or have been filled in incorrectly. You will need to go back into the application and complete the relevant question.

Check that you are happy with your application and when you are ready to send it to the council, go to the bottom of the page and click submit.

IMPORTANT INFORMATION

You must click ‘submit’ to send each application. You will automatically be sent a confirmation email.
If you do not receive a confirmation email, this means that the application has not submitted correctly; in which case, please check and submit a
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- small VCS organisations as ones with gross annual income up to £150,000
- medium size VCS organisations as ones with a gross annual income of between £150,001 to £250,000
- large VCS organisations have income over £250,000

We may use your mear
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Details of the criteria we use to assess your organisation, the standards expected, the evidence we look for and how we score the assessment are set out in the Mayor's Community Grants Programme prospectus [LINK]. You will also find information where you see this "

symbol
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YYou must read the information below on UK GDPR and Freedom of Information and complete the declaration.

UK GDPR

Itis necessary for us to process your personal data (name, address, contact details), under the UK General Data Protection Regulation for compliance with a legal obligation. You can view the Privacy Notice here: Click for the Privacy Notice

We will hold the information you have given on the appli form and supporting documents on file. We may give coy
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DECLARATION

1:am authorised to submit this application on behalf of the applicant organisation. By submitting this form | declare that information given in the application is true and the application has been authorised by our governing body. | understand that any funding offer will be subject to terms and conditions.

# Name of the person submitting the form

# Position in the organisation

The deadline for submitting bids is 12 noon on 29th May 2023. Applications will not be accepted after the deadline.

H P Type here to search
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Your organisation must complete this Organisation Details Form. You should then complete a seperate Project Form for each of your projects. Please do not complete more than one Organisation Details Form as this may affect your assessment. Please hover over the information symbol to find out
more information. You must also read the assessment criteria and guidance published in the Mayor's Community Grants Programme prospectus.

We need the following documents to complete your organisational assessment. Please provide the most up to date versions of these documents. If any are not available, please let us know why in the box at the end of this form. We will not be able to assess your application if you cannot provide a copy of your constitution and
the documents listed under Managing Money (10a - 10c).

* 1. Constitution, Memorandum of Articles and Association or other document setting out governance rules. [

Choose file | No file chosen

Upload

* When was your organisation established?

]

# 2. Please list the board/committee dates for the past 12 months.

* 3. Please list your current board/management committee members.

# 4. When was your last Annual General Meeting?

]

5. (For large organisations) Please list your sub-committees, meeting dates and their membership. [J

H P Type here to search
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You can review the information you've provided so far and make necessary modifications here. If you're satisfied with the contents of the application, click Submit to forward your application for consideration. If you're not ready to submit your application yet, click Save & Finish Later.
General Information
Printer Friendly Version | E-mail Draft

Required before final submission

General Information - Organisation Assessment

This form enables the council to see whether your organisation meets the standards of governance, management and financial competence we expect of organisations we support with public funds. This assessment is just about your organisation and how it is managed. There is a separate assessment for the project, activity
or service you are seeking support for (see project criteria below). We have a standard organisation assessment for all our funding and other support to VCS organisations.

The organisation assessment is based on an examination of the documents we ask you to provide and questions we ask on this form. Please provide the most up to date versions of the documents. You are asked to upload these documents in an electronic format (preferably PDF). The maximum combined size of ALL your

attachments is 25MB, and files with certain extensions (such as "exe”, "com", "vbs", or "bat") cannot be uploaded If any required documents are not available, please use the text box provided at the end of the form to let us know why.
The assessment is proportionate to the size of your organisation. We expect larger organisations to meet higher standards than small ones for some of the criteria. We define your organisation's size by annual income (by which we normally mean as set out in your last approved accounts), as follows:
« small VCS organisations as ones with gross annual income up to £150,000

« medium size VCS organisations as ones with a gross annual income of between £150,001 to £250,000

«large VCS organisations have income over £250,000

We may use your mean income for the past three financial years if income varies a lot from year to year.

Details of the criteria we use to assess your organisation, the standards expected, the evidence we look for and how we score the assessment are set out in the Mayor's Community Grants Programme prospectus [LINK]. You will also find information where you see this "i" symbol

If your organisation does not pass the two essential pass/fail criteria (Governance and Managing Money), none of your projects will go forward to the next stage of assessment. Other criteria are assessed as pass/partial pass/fail

We have produced separate guidance on the technical aspects of using this form, explaining how to save and come back to the form later, uploading documents sharing the form with others for them to complete sections such as finance etc. We will also run training sessions for people unfamiliar with our on line portal or who
just want a refresher. The guidance and details of the training can be found at [LINK]

You must read the information below on UK GDPR and Freedom of Information and complete the declaration.

UK GDPR

Itis necessary for us to process your personal data (name, address, contact details), under the UK General Data Protection Regulation for compliance with a legal obligation. You can view the Privacy Notice here: Click for the Privacy Notice
We will hold the information you have given on the application form and supporting documents on file. We may give copies of this information to individuals and organisations we consult when assessing applications, monitoring grants and evaluating our funding

We may also share information with accountants, external consultants, organisations providing funding to your organisation and others with a legitimate interest in Council applications or grants and for the prevention and prosecution of fraud

H P Type here to search





image12.png
© Blackbaud X | @ Forms Manager X [B Mayor's Community Grants Prog. X 4 v - X
C @ grantrequest.co.uk/FormQuiz.aspx?sid=127&aid=42111 Qe %« » 0 2
TOWER HAMLETS
Exit Without Saving

Quiz
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Exit Without Saving

General Information | Contact Details | Project Proposal | Project Outcomes | Review my Appiication

General Inform:

Pritar Frendly Version | E-mail Drat
¥ Required before final submission

General Information - Project Assessment

“This form enables the councilto assess the project you are asking us to fund. This section sets out the crieria we wil use to assess your project proposals. We will assess your project proposals proportionate to the size of your organisation. f you are a small organisation, you will ot have to provide as much evidence as larger organisations, but you must be able to show that you understand, and are working towards meeting, each of the crteria.
Detalls of the criteria we use to assess your project, the standards expected, the evidence vie look for and how we score the assessment are set out n the Mayor's Community Grants Programme prospectus [LINK]. You will also find information where you see this "' symbol.

We have produced separate guidance on the technical aspects of using this form, explaining how to save and come back to the form later. uploading documents sharing the form with others for them to complete partcular sections such s finance etc. We will lso run training sessions for people unfamiliar with our on line portal or who just want a refresher. The guidance and details of the traning can be found at [LINK]

Attachments

Please remember to attach the following documents:

« Budget Template Spreadsheet - Please complete the Excel spreadsheet Table B'
« Consortium/partnership agreement (if appiicable)

NoT!

"he maxiumum combined size of ALL your attachments is 25MB, and files vith certain extensions (such as "exe’

bs', or "bat") cannot be ploaded.

You must read the information below on UK GDPR and Freedom of Information and complete the declaration.

UK GDPR
Itis necessary for us to process your personal data (name, address, contact details), under the UK General Data Protection Regulation for compliance with a legal obligation. You can view the Privacy Notice here: Click for the Privacy Notice

We will hold the information you have given on the application form and supporting documents on file. We may give copies of this information to individuals and organisations we consult when assessing applications, monitoring grants and evaluating our funding.

We may also share information with accountants, external consultants, organisations providing funding to your organisation and others with a legitmate interest in Council applications or grants and for the prevention and prosecution of fraud.

FREEDOM OF INFORMATION ACT

‘The Freedom of information Act 2000 gives members of the publc the right to request any information that we hold. This includes information recsived from third parties. f information s requested under the Act we will release it sublect to exemptions, although we may consult you first. By subrmiting this form you therefore agree to the following:

« Iagree for you to process the information iven s far and may give in the future for the purposes as shown above.

DECLARATION

1 am authorised to submit this application on behalf of the applicant organisation. By submitting this form | declare that information given in the application is true and the application has been authorised by our governing body. | understand that any funding offer will be subject to terms and condions.

* Name of the person submitting the form

* Position in the organisation

The deadline for submitting bids is 12 noon on 28th May 2023. Appl

Save & Finish Later
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Contact Details
Printer Friendly Version | E-mal Draft
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Contact Details

*
Organisation Name

Address
®
city
® ®
Postal Code Phone Website Address
* Prefix * First Name * Last Name

-SelectOne- v

*
Job Title
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*  Required before final submission

Project Proposal

You must refer to the criteria and scoring guidance we provide in the Mayor's Community Grants Programme prospectus [LINK]. This sets out what information you must provide in each section of this form and will help you to avoid duplicating information is different
sections’

# Theme and Scheme
Please indicate which primary Theme and Scheme you are applying to (see MCGP Prospectus for further information).

- Select One -

If you think your project delivers to more than one scheme, please state which schemes it covers on the box below.

Project Name (For projects receiving funding these details will be published on the Council’s grants web portal)

*
Project Name

* Project Short Description
Please give a short summary of your project - maximum 50 words (See guidance note for further information) - This description will be used to publicise your project. It is not assessed so do not include information which does not appear elsewhere in your bid

v

Word count 0 of 50

*# Project Description and Service Delivery
Please describe your project including -

« Details of what you will deliver

= Diataile of am narinarshin arannamants
34
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* Required before final submission

Outcomes
In this section we ask you to set out you project outcomes with their indicators, the way you will measure the indicators and the targets you hope to achieve (sometimes also described as ‘indicator levels’).

The MCGP funding theme/scheme you have selected sets out what we describe as ‘high level outcomes’, describing the change that the council wants to make for local residents through its funding under that scheme.
We expect each project to have its own separate outcomes that are linked to the high-level outcomes, but more specific to the project. A small project may only have two or three outcomes. Larger ones may have more.

You will need to develop more detailed SMART outcomes and indicators to show how your proposed activities will help achieve the priorities and the measures you will use for each indicator.

Project Outcomes
Project Outcomes are the changes that your project aims to bring about over time. They are usually described using change words, such as ‘reduced’ ‘increased’ or ‘improved’. They also usually include who will benefit

from the change. In our guidance we give an example:

'Older people in the borough (the people who benefit) report improved mental health well-being (the change we want to make) because of support from project and taking part in project’s activities."

Indicators

Indicators are things that you can measure to show whether you are achieving an outcome. They can be numeric, such as the number of people who say their mental health has improved, or they can be proportionate,
such as the percentage of people who participated say their mental health improved. You can have more than one indicator for an outcome but not usually more than two or three.

Measurement

Measurement is how you measure the indicators. Usually, it will be by asking questions about how people feel and how this has changed over time through feedback. You will tell us in your project description how many
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