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Project Proposal Form and Terms and Conditions of the CSW Sport Physical Activity Small Grants scheme

After completing the Project Proposal Form please read and then sign the terms and conditions of the scheme at the bottom of the page.

The word “project” on this form means the project, piece of work, event, course etc. that the organisation is applying for grant funding for. If you run out of space on the form, please complete a separate piece of paper and attach it with the application alongside the name of the organisation in question.

Project Proposal Form

	How did you find out about the CSW Sport Physical Activity Small Grants scheme?

.......................................................................................................................................

If you found out by email, who sent you the email?

……………………………………………………………………….

What is the name and address of the applicant organisation? It must be within the boundaries of Coventry, Solihull and Warwickshire as well as the project itself.
.....................................................................................................................................

......................................................................................................................................

:.....................................................................................................................................

What type of organisation is the applicant organisation? Please tick the appropriate box

Registered charity

Parish or Town Council

Voluntary or community organisation

Local Authority

Sports Club
School

Private organisation

School Sports Partnership

National Governing Body of a Sport

Other educational body, eg university or further education college
Health body

Other – please give details

What is/are the main purpose(s) of the organisation? 

......................................................................................................................................

.....................................................................................................................................
.....................................................................................................................................
.....................................................................................................................................

Please provide contact details of a representative for the organisation to be the contact point for the application

Name:...................................................................................................................
Position in Organisation:.......................................................................................
Correspondence Address (if different from the address provided above):...
.....................................................................................................................................
......................................................................................................................................

:.....................................................................................................................................

Phone Number: ............................................................................................................
Email Address: ..............................................................................................................


	Name of Project

……………………………………………………………………….



	Please describe your project



	Why is the project needed? 


	How will this project help participants become more physically active?


	Start and finish dates of the project
Project Starting date ........................................   Project End date ............................


	What is the target group(s) of the project?

Please circle as appropriate – there may be more than one group that is applicable per category

Gender –      Males      Females      Mixed Group (males and females)
Age Group –     0-4       5-15 (note that the project will need to benefit people who are 16    

                         and over, or under 5)  

                          16-25       26-35      36-49      50-65      66-85   

Ethnic group –  please provide details        
.......................................................................................................................................
Is your target group one or more of the following categories? 

People with a disability

People with particular health conditions

People from a disadvantaged background

People from an ethnic minority

Older people

People with a low income

Females

Other
If other, or more detail is required, please give more details here 
................................................................................................................................................

................................................................................................................................................

How active are the participants in the group currently? For example, are they doing no physical activity at present, doing one/two/three sessions per week etc. 

..............................................................................................................................................

...............................................................................................................................................
...............................................................................................................................................
Which area (town/city and local area within that, if applicable eg ward area) are the majority of the group that will benefit from a grant from?

...............................................................................................................................................

	Project Outcomes – This data will need to be recorded on the Summary Report Form at the end of the project, or after 12 months, whichever is sooner. It is advised that a register or equivalent is taken during the project. Please give estimates below
How many individual participants (people being physically active) will benefit from the project?
Total ..........            Males ............        Females ..............
Please note in the reporting processes you will also be asked how many individual participants attended at least 3/4s of the sessions
How many individual participants will become more physically active as a result of the project? 
.............
Will volunteers be involved in the project?    Yes        No      (circle as appropriate)

If yes, how many? 
............

	Total project cost
....................................

Money you are applying for through this scheme (£200-£1500)
......................................

If there is a difference between the amount you are applying for and the costs of the project, please outline how the difference will be made up? If you are applying, have applied or have received a grant from another organisation, please give details.

..............................................................................................................................................

..............................................................................................................................................

..............................................................................................................................................

Breakdown of Costs for the amount of funding requested - Please complete the table below. Figures should be rounded up to the nearest whole £. If your organisation can claim VAT back then please discount this amount from the figures. 
Costs

Budget

Please provide as many details as possible (eg facilities, hire of community hall @ £40 per hour x 20 weeks = £800) and include in kind support/resources, where applicable
Equipment

Facilities

Marketing/Promotion

Coach/instructor etc. fees/expenses

Transport/travel

Monitoring and evaluation
Other(please specify)

..................................................

Total costs £

Income £

Copies or originals of all invoices or receipts showing eligible costs, as part of the project, should be sent to CSW Sport alongside the Summary Report Form at the end of the project or after 12 months since the start of the project, whichever is sooner.


	Please demonstrate how the project will be sustained in the longer term? Please also demonstrate how people will continue to be active after the initial funding for the project has run out? Projects need to demonstrate that they can survive once any funding ends and those participants will continue to be active on an ongoing basis. If volunteers are involved in the project, please also give details of what will happen to them after the project ends. 


	Any other comments?




Terms and Conditions of the Small Grants Scheme
‘We’, ‘us’ and ‘our’ refers to the applicant organisation. These terms and conditions apply to those organisations that are successful but should be read and signed when applying for the scheme, and sent in with the Project Proposal Form above.

The word “project” on this form means the project, piece of work, event, course etc. that the organisation is applying for grant funding for.
The word "agreement" comprises the Project Proposal form, these terms and conditions and the award letter
Use of the Award
· We will use the award solely towards financing the items as detailed in the Project Proposal Form above and in accordance with the terms and conditions set out in this agreement. We agree not to use the award for any other purpose, other than specified in the Project Proposal Form, unless previously authorised in writing by CSW Sport.

Award payment
· We understand that it is agreed between the parties that the grant will only be made if the award conditions listed below have been met. 
· We understand that cheques and BACS payments, wherever appropriate, will be made payable to the organisation listed in the Project Proposal Form, and the details within the award letter acceptance slip. These details will match up with one another.

Income

· We will use any income generated by the project to support the objectives of the project.
Limitation of liability
· We take full responsibility for the project and any liabilities that are associated with the project. We understand that CSW Sport accepts no responsibility, financial or otherwise for expenditure or liabilities arising out of the provision of this Award. 
· We understand that depending on the type of project, we may need public liability insurance or other forms of insurance. It is our responsibility to ensure we have adequate insurance in place. This should include cover for any goods or services purchased as part of our project. 

· We understand that CSW Sport will not indemnify us against any claims (whether under any statute or regulation or at common law) for which we may be liable as an employer or otherwise in the provision of any services for the project using the grant.
· We understand that it is our responsibility as an organisation to comply with the legislation which governs the project and the activities within the project.
Changes
· We will let CSW Sport know of any changes that are made to the project or the status of our organisation, that might affect our ability to comply with these terms and conditions, as soon as they happen and understand that failure to inform CSW Sport could result in having to repay the grant made.
· We understand that CSW Sport reserve the right to amend the conditions contained within the award letter for the grant and the terms and conditions of the small grants scheme by service of written notice on the Organisation.

Coaches/Instructors/Leaders/Teachers

· We understand that we will not use any of the funding for the re-allocation of salaried staff costs, including on costs.
· We understand that coaches/instructors/leaders/teachers or equivalent personnel will not be paid more than £30 per hour through this funding stream. If this cannot be achieved, other funding will need to be used to cover the extra expense.
· We understand that coaches/instructors/leaders/teachers or equivalent personnel, where applicable, as part of the project, will be qualified to the appropriate level for the relevant activity(ies). 

· We understand that National Governing Body guidelines for minimum coaching requirements will be met where appropriate. This is usually a level 2 qualification or Level 1 for assistant coaches. This will include Multi-Sport/Fundamental and Multi-skill posts, where all specified National Governing Body sports requirements must be met in full. 
· We understand that if coaches, instructors or equivalent are used in the project they will be a member of the relevant National Governing Body and National Governing Body coach license scheme, where available.
· We understand that the coach, instructor, leader or teacher, used in the project, if applicable, will be trained in 1st Aid (attended within the last 3 years) if first aid provision is not available via the facility or via other means during the activity.
· We understand that we should carry out a full risk assessment of the activity before sessions commence.  This includes assessing the competency of any coaches, instructors, leaders or teachers or equivalent, if applicable.  We will ensure that they have the appropriate skills, knowledge and experience to deliver sessions in the relevant activity to the specific age group / level of experience / group size / venue that this activity is targeted at. Observing this person(s) ‘in action’ is advised in order to be able to assess this competency. Asking for information about the person(s) previous experience i.e. through a CV, interview etc. and following up references from previous employers is advised.
· We understand that the coach, instructor, leader, teacher or equivalent, if applicable, will complete a risk assessment before each session.
Safeguarding Children, Young People and Vulnerable Adults Arrangements
If our project involves working with children, young people under the age of 18 or vulnerable adults, it is crucial that we have:

· Safeguarding policies in place appropriate to our organisation and the specific project that is applicable in our application. 

· Effective recruitment procedures in place for paid and unpaid personnel who work with children, young people under the age of 18 or vulnerable adults, such as Criminal Record Bureau (CRB) checks and appropriate references.
· CRB checks checked every 3 years for paid and unpaid personnel who work with the children, young people under the age of 18 or vulnerable adults.

· Appropriate child and vulnerable adults’ protection training for paid and unpaid personnel who work with children, young people under the age of 18 or vulnerable adults

· Appropriate policies in place such that statutory and best practice guidance on appropriate ratios of paid and unpaid personnel to children, young people under the age of 18 or vulnerable adults are met appropriately. 

Monitoring and Evaluation
· We will need to complete the Summary Report Form, sent out to organisations that are successful, as part of the agreement of accepting the grant at the end of the project or after 12 months from the start of the project, whichever is sooner. If we fail to complete the form then we will be asked to repay the grant that we received. We will complete and return this form within 3 months of the end of the project or after 15 months of the start of the project, whichever is sooner.
· We agree to being contacted by CSW Sport approximately half way through the project, by email, phone or through an arranged visit to the project, to check on project progress and to see whether any support is required from CSW Sport. We will respond to this communication and oblige to meet any requests for information. 
Finances
· We will not use any of the grant for goods or services that we purchase before we receive any grant from CSW Sport.  
· We will not use any of the grant for goods or services that are not physical activity related and do not contribute towards getting people more physical active.
· We will not sell any of the assets or services, such as equipment, that are purchased as part of this project. If we want to do this then we will contact CSW Sport to discuss this.

· We will be expected to hold any unspent funds, if applicable, and pay this back to CSW Sport after completion of the project or after 12 months, whichever is the sooner. 

· If we have not met the criteria of the scheme then we will be expected to pay back the grant that has been given to our organisation, when requested by CSW Sport.

· If we receive other sources of funding for the project in question, before or after applying for a grant, we must inform CSW Sport that this is the case and communicate details of the funding. We will pay back to CSW Sport any additional money that is not required, based on the award agreement. 
· We will send copies or originals of invoices and receipts for expenditure relating to the project, alongside the Summary Report Form, at the end of the project or after 12 months since the start of the project, whichever is the sooner.  

· If we are able to claim back VAT then we will reduce the amount of the grant that we apply for by the current VAT rate. If at a later date, this is applicable, and was not at the time of application, then we will let CSW Sport know that this is the case and pay back the value of the VAT to CSW Sport. 
Data Protection Act 1998

· We understand that the Data Controller is Coventry City Council. 

· We understand that information covered in the documentation used in this scheme will only be shared in connection with the CSW Sport Physical Activity Small Grants scheme.

· We understand that information about projects may be shared and promoted through the CSW Sport website, reporting processes to other agencies as part of funding requirements and other networks that CSW Sport work with. This would not include personal information without express permission of the individuals concerned. Personal information will be only used for correspondence for the purposes of the scheme and not sent on to other parties unless the express permission of the individual is given. 
· We understand that we will meet the requirements of the Data Protection Act 1998 in relation to this project. For more information and guidance please refer to the guidance on data protection please refer to the Data Protection Guidance at www.cswsport.org.uk/physicalactivitysmallgrants 
Termination of agreement
CSW without prejudice to any other right or remedy reserve the right to terminate this agreement in the event that there is a material breach of the terms of the agreement and "material" means that either the grant is not being used for the project or the project is not being delivered.
It is further agreed between the parties that:-

CSW Sport may terminate this agreement at any time and is not obliged to make any award payments in the event of any of the following occurring:

· A change in circumstance that results in the organisation becoming ineligible for the award. 

· If we are found to have given false information in any of the documentation that is returned to CSW Sport.

· If the expected outcomes of the project are not met without due reason.

· If any of the award conditions listed in the terms and conditions are not met.

· For any other reason that CSW Sport considers reasonable in the circumstances.
Governing law, regulations and jurisdiction

· We will comply with all statutory requirements and other laws and regulations relating to the implementation and development of the project, including but not limited to, all relevant equal opportunities, anti-racism, financial regulations, child protection, human rights, health and safety and employment related laws and regulations. 
Miscellaneous
· We will start the project within 3 months of the deadline date of the relevant scheme window.
· We will discuss this application to the grants scheme with our management committee or equivalent, as applicable, and they will fully support the application before applying for a grant.
· If we are a branch of our head office then we will have sought approval from our head office to apply for funding through this scheme.

· We will mention the CSW Sport Physical Activity Small Grants scheme in any publicity and marketing relevant to the project in question.
Accepting the Award

I have read and understood this agreement and I agree to be bound by the terms and conditions contained in this agreement.

I further understand that no agreement comes into existence and no payment will be made until this signed agreement has been received and approved by CSW Sport.

Signed by organisation:

Print Name:  ______________________________ Date: ________________________
Please complete and return a hard copy of the Project Proposal Form and signed Terms and Conditions of the scheme (it would be helpful if you could send an electronic copy in addition to the hard copy if you have completed it on a computer, for reference purposes), along with a copy of the organisation’s governing document (see the Guidance Notes for further details) to:

Richard Collinson,

CSW Sport,

University of Warwick,

Westwood Campus,

Coventry,

CV4 7AL

This document can be provided in larger text format by emailing rich@cswsport.org.uk. Please note the form needs to be sent back in paper copy format as CSW Sport needs your written signature in hard copy. An electronic copy can be sent back in addition to the hard copy.
If you require any assistance completing this form, on the scheme generally, need it in an alternative format or have other questions, please contact: rich@cswsport.org.uk or 024765 74889
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