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1. Policy/Procedure Background  

  

This document sets out a clear and structured procedure for grant applications 

being submitted to Saltash Town Council.   

This procedure is prepared in accordance with the Town Council’s policy in 

paragraph two.  

Saltash Town Council is committed to support a range of causes each year within 

a limited budget. It is therefore imperative that the Town Council has in place an 

established method of scrutinising grant applications to ensure it uses its budget to 

the best possible effect.  

Applications will be considered providing sufficient funds remain in the budget. 

 

2. Policy Statement 

 

A grant or subsidy is any payment made by Saltash Town Council to be used by 

an organisation in the furtherance of the well-being of the community, either 

generally, or for a specific purpose and which is not directly controlled or 

administered by Saltash Town Council. The purpose of any grant or subsidy given 

by Saltash Town Council is to support initiatives in the local community and to help 

create opportunities for the residents of Saltash that are not, as a matter of course, 

funded by Saltash Town Council or Cornwall Council. 

   

3. Application principles 

 

1. Applications must be fully completed and assessed against a set of criteria 

laid down by members of Saltash Town Council.  

 

2. If an application is refused by the Committee, then an appeal procedure can 

be implemented under certain circumstances and within a set deadline.  

 

3. If an application is:  

a. not called in by a relevant number of Town Councillors.  

b. is refused on appeal.  

c. is not appealed within the deadline set or  

d. has been turned down by members at a previous Committee meeting.   

  

then a new request/re-application or a request of a similar nature will 
automatically be turned down for a period of not less than 12 months’ time 
from the date the previous application was turned down without the ability to 
appeal.  
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4. Application process  
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Application Submitted 

Applications should be made using the Grant application form (Appendix 1). Applicants 

should ensure that all relevant documents are included or there may be a delay to the 

application being considered. It is the responsibility of the applicant to ensure that the 

application is submitted 20 working days before the meeting of the Policy and 

Resources Committee. Successful applicants will be expected to clearly acknowledge 

the support of the Town Council on publicity material and sufficient time to undertake 

this should be factored in when submitting the application. 

Application reviewed by Chairman of Policy and Resources Committee1 

The application will be reviewed by the Chairman of Policy and Resources Committee 

against the eligibility criteria (listed in this document) and will either notify the applicant 

of refusal with details of the appeal procedure or submit it to the next available meeting 

of the Policy and Resources Committee. 

Chairman of Policy and Resources Committee Refusal 

When an application is refused by the Chairman of Policy and Resources Committee 

the applicant will be notified immediately and given 30 days to appeal. Members of the 

Policy and Resources Committee will also be notified who may choose to call in the 

application themselves. 

Appeal procedure 

Following notification of refusal, applicants have 30 days to appeal in writing. Within 

this period a member of the Policy and Resources Committee may request that the 

application is called in. 

No appeal or appeal refused 

Appeals will be considered by the Chairman of the Policy and Resources Committee. 

Where no appeal is received this will be noted on the application form. 

Successful appeal or call in 

Where an appeal is successful, or a member of the committee has called the 

application in, it will be submitted to the next available meeting of the Policy and 

Resources Committee. 

Restrictions on re-applications 

Applications that have been refused by the Chairman of the Policy and Resources 

Committee, the Policy and Resources Committee or that have not been appealed after 

30 days will be closed. Applicants may not apply for a grant for the same or similar 

scheme until 12 months from the date of closure. 

 

 

                                            
1 If Chairman unavailable Vice Chairman will undertake all roles outlined in this document 
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Chairman of the Policy and Resources Committee Support 

Where the Committee Chairman considers the application is valid and meets required 

criteria the application will be placed on the agenda for the next Policy and Resources 

meeting. 

Application submitted to committee will 

The Policy and Resources Committee will consider applications at the next available 

meeting. The applicants be invited to attend the meeting to answer questions and will 

be given at least five working days’ notice. If an applicant is unable to attend the 

Committee Chairman may defer the application to a future meeting. 

Application successful 

Successful applicants will be advised in writing and given two months to apply for 

funding to be released. Any conditions placed on the funding will have to be met before 

funds are released. If the applicant wishes to extend this period, the request should 

be put in writing which will pass this to the Committee Chairman for a decision. 

Application refused 

If an application has been heard by the Policy and Resources Committee and been 

refused, the applicant cannot reapply or submit a further grant request for the same or 

a similar project for a period of 12 months. Any application received will be 

automatically rejected without appeal or the option for a member to call in the 

application. 

5. Types of grant and funding limits 

Saltash Town Council has two separate funds available to the local community. To 

enable as many organisations as possible to benefit from the grants, there will only 

be one grant per organisation permitted in any Financial Year. 

 

The Community Chest supports small scale community projects intended to improve 

the town environment to strengthen the community fabric or the common economy of 

the town.  

The Festivals Fund supports larger events that are free, 6 to 7-hour long events likely 

to attract several thousand people.  

Both funds have a cap on the amount which can be awarded: 

The Community Chest grant will not exceed £1000. 

The Festivals Fund grant will not exceed £1000 per day up to a maximum of three 

days per event. 
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6. Normal Eligibility Criteria 

 

This section outlines the normal criteria organisations have to fulfil for grants. 

a. Mandatory requirements 

All of the following requirements must be met by normally applicants. Where 

they are not met a clear reason should be given in writing with the application. 

i. Copies of the most recent bank statements must be provided. 

ii. Public Liability Insurance Certificates are required for any events or 

projects. 

iii. If staff will be involved Employee Liability Insurance Certificates are 

required. 

iv. Buildings Insurance will be required if an application relates to funding 

towards this purpose. 

v. Full contact details for the applicant as well as any registered address 

for the organisation should be supplied. 

vi. A copy of the constitution for the organisation should be included. 

vii. Applicants may be required to attend a meeting to answer questions on 

the application or make a presentation. 

viii. Match funding is extremely important, and the applicant needs to 

demonstrate that this is in the process of being sought or is already 

committed. 

ix. All successful applications will be required to provide receipts and 

supporting documents after the event and return to the Town Council 

any unused grant awarded. 

b. Key Priority Areas 

Grants may be given for projects that fit into one or more of the following areas: 

i. The promotion of tourism and leisure for both residents and visitors to 

the area with a community focus. 

ii. Supporting local safety campaigns. 

iii. Enhance existing events. 

iv. Promote pride in the community. 

v. Highlight important local issues/history/culture to local residents and 

students. 

vi. Promote a sport -related initiative or event. 

vii. Increases visitors to Saltash and improves the local economy. 

viii. Promotes environmental issues which improve the local area. 

ix. Take into account locals when organising events environment and waste 

management taken into consideration. 
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7. Applications that will not be eligible 

The Town Council will not consider applications for or from the following except in 

exceptional circumstances: 

a. Statutory services. 

b. Expeditions or trips. 

c. Replacement for statutory funding. 

d. Bursaries or scholarships. 

e. Projects outside of Saltash. 

f. Individuals. 

g. Hospitality. 

h. National Charities. 

i. Salaries or routine administration costs. 

j. “Upward funders”-local groups who send fundraising to central 

headquarters for redistribution. 

k. Private organisations operating as a business to generate a profit or 

surplus. 

l. Projects with party political links. 

m. Organisations intending to support or oppose any particular political 

party or to discriminate on any grounds. 

n. Projects which discriminate on any grounds. 

o. Projects which do not benefit the Saltash community at large. 

p. “Branches” that could be funded by the main organisation. 

q. Buildings that are uninsured. 

r. A project that competes or conflicts with any service, project or event 

being supported, organised or funded by the Town Council. 

s. Applications from organisations with substantial and allocated resources 

will not be considered a priority for funding and will usually be 

unsuccessful. 

t. Applications will not normally be considered from national organisations 

or local groups with access to funds from national “umbrella” or “parent” 

organisations, unless funds are not available from their national bodies, 

or the funds available are inadequate for a specified project. 

8. Guidelines for Grant Applications and Further Information 

a. In most cases, if a grant has been successful in the past, then there will 

be a limit to the number of times the same or similar grant can be 

requested again. 

b. If an organisation (or a subgroup of the same organisation) is successful 

in obtaining a grant in one financial year, it is unlikely it will receive 

another grant in the same Financial Year the use of local suppliers where 

possible. 

c. It is a condition of any grant application that the group or project must 

bring direct benefit to the residents of Saltash.  All applications must 

clearly demonstrate how this will be achieved.   

d. Application forms are available from the Guildhall or from the Town 

Council website. Application forms must be submitted along with the 
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latest set of the group’s accounts. It is important that all questions on the 

application form are fully answered and that any appropriate additional 

information, which supports an application, is provided at the time of 

submission. 

e. Applications cannot be made retrospectively. Please allow 26 weeks 

before funds required. 

f. The scheme provides start-up awards for new as well as grants for 

existing organisations. Applications will not be considered for day-to-day 

running expenses and individual projects. 

g. Saltash Town Council will only grant aid to churches for parish clocks 

and possibly for environmental purposes.  Church Halls can also be grant 

aided if they are used by the community. 

h. Schools will only be grant aided for environmental purposes or if, in the 

opinion of Saltash Town Council, their application is for the benefit of the 

wider community. The project must also be in addition to statutory 

services. 

i. Applications from education, health or social service establishments will 

be considered where the organisation can demonstrate that it is working 

in partnership with other groups and where there are benefits to the wider 

community within the parish. The project must also be in addition to 

statutory services.  

j. Grant applications will be considered against the following criteria: 

i. meeting the priorities are set out above 

ii. meeting an identified need 

iii. viability of the project 

iv. the majority of those benefiting our residents of the town 

k. Saltash Town Council reserves the right to reclaim the grant in the event 

of it not being used for the purpose specified on the application form. 

l. Grants will not be awarded retrospectively. 

m. A grant must only be used for the purpose for which it was awarded. 

Written approval must be obtained from the Town Council in advance for 

a change in use of grant money. 

n. Any underspent portion of the grant must be returned to Saltash Town 

Council within 12 months of the award. 

o. Where equipment has been purchased using grant funding and is going 

to be disposed of the Town Council should be given the opportunity to 

have the items returned to them so that they meet may be offered to 

other eligible organisations. 

p. Administration of and accounting for the grant is the responsibility of the 

recipient. 

q. The Town Council reserves the right to request any further information 

that it deems necessary to assist the decision-making process. Account 

will be taken of the amount and frequency of previous awards and of the 

extent to which funding has been sought or secured from other sources 

or own fundraising activities. 
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r. In the case of grant awarded for projects for which additional grant 

funding is to be sought to enable the project to proceed, the funds 

approved will only be available to the organisation when all other funding 

is in place/secured subject to a time limit of 12 months from date of 

approval. After this 12-month period the applicant should submit in 

writing a full update, reasons for the delay and a request to extend the 

period of the grant. Requests will be considered by the Policy and 

Resources Committee following review by the Chairman. 

s. Organisation seeking funds for buildings must demonstrate a reasonable 

security of tenure in the relevant property. 

t. The size of any grant awarded is at the discretion of the Policy and 

Resources Committee. 

u. All awards are made subject to any additional conditions and 

requirements as deemed appropriate by the Policy and Resources 

Committee. 

v. The Town Council reserves the right to refuse any application considered 

inappropriate or not meeting the objectives of the Council. 

9. Banking Arrangements 

Organisations should have a bank account in the name of the organisation with at 

least two authorised representatives required to sign a cheque. 

10. Chairman Refusal 

This section provides details of possible reasons for the Chairman of the Policy 

and Resources Committee refusing an application. It is not an exhaustive list and 

attempts to provide clarity over some of the topics which are considered:  

a.   Application does not meet the eligibility criteria. 

b.   Application is not complete.  

c. Further information requested on an application has not been received in 

good time and no-communication has been achieved with the applicant. 

d.   Standard mandatory requirements are not in place/being met.  

e. Does not fit in with the Key Priorities of the Town Council. 

f.   Similar applications have been rejected.  

g.   Following an established precedent.  

h. Such an application would set an unfair or unsustainable precedent for 

future applications of a similar nature. 

i. The project is considered too high risk for public funds to be contributed 

to it.  

j. The business case is considered flawed or unsustainable (if appropriate).  

k. The Town Council does not hold any more funding for grants and there 

are no suitable reserves that could be utilised.   

l. Any other relevant reason(s) which are considered important enough to 

warrant refusal to safeguard the Town Council and the local public funds. 
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11. Automatic Refusal 

An application will automatically be refused with no appeal rights if it is an 

application for the same or is similar to a previously refused application and 

has been submitted within the 12 months following the refusal (same 

applicant/organisation/family).  

12. Appeals Procedure 

a. The Appeals Procedure is only available to applicants at the initial stages of the 

process whereby an officer has issued an “Officer Refusal Notice”. The 

applicant has 30 days from the date of the “Officer Refusal Notice” to apply for 

an appeal to the decision, irrespective of when the applicant receives the Notice 

(which may be via email or in the post).   

b. To appeal, the applicant needs to do any of the following:   

i. answer and justify any observations made to the satisfaction of the 

officer.  

ii. provide information which is required by the officer.  

iii. put forward a strong case for an officer to re-view the decision taken.   

iv. give further clarification on how the application meets the normal 

qualifying criteria. 

c. An officer will take any appeal requests deemed valid to the committee 
Chairman/Vice Chairman to obtain approval to progress the application to 
committee or to refuse the appeal.  

d. Applicants, who are appealing under 11b, must make sure they correctly justify 
why their project does meet the normal criteria and does not conflict with any 
of the Town Council’s strategies. 

 

 

Appendix 1: Grant Application Form (attached) 

Appendix 2: Definition of a Voluntary Community Organisation 

Appendix 3: Application scoring matrix 
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Appendix 2 

Definition of Voluntary / Community Organisation 

 

For the purposes of Saltash Town Council’s Community Grants Scheme, a voluntary 

or community organisation is: 

1. Formal.  It has a formally-constituted character (excludes informal groups, 
households, families and friends) and may be a company limited by 
guarantee, a housing association, an unincorporated association, a friendly 
society, etc. 

2. Private.  It is not a part of government, established by statute or royal charter, 
or under a substantial degree of executive control by government (excludes 
universities and non-department public bodies); it may include consortia 
composed of local authorities and others (e.g. local regeneration and 
development bodies), if the consortium is formally constituted and, at the very 
least, given a name 

3. Self-governing.  It has its own decision-making system and usually a formal 
constitution with procedures for accountability to independent trustees or its 
own members or constituents (e.g., excludes any so-called “self-help groups” 
which are in fact directly run by clinicians) 

4. Non-profit-making and distributing.  It does not distribute any surpluses to 
owners or members but spends them on serving its basic purpose (excludes 
commercial concerns but includes organisations which charge users or the 
public for services, undertake contracts for statutory bodies or operate 
commercial subsidiaries which trade and transfer profits to parent 
organisations) 

5. Non-political.  It is not engaged in supporting candidates for political office 
(excludes political parties but includes campaigning and pressure groups, 
even though they are not eligible for charitable status e.g. Greenpeace, Child 
Poverty Action Group) 

6. Voluntary.  It has an element of involvement of volunteers (some voluntary 
and community organisations appear to be entirely reliant on paid staff; 
however, their trustees or committee members are, in fact, their only 
volunteers). 

While this definition applies to formal organisations (those with constitutions or rules 

and which probably are registered with the Charity Commission, local authority or 

intermediary bodies, etc.), less-formal groups based in neighbourhoods or local 

communities are not necessarily excluded. 
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Appendix 3 

Application scoring matrix 

Key Priority Areas 

Grants may be given for projects that fit into one or more of the following 

areas: 

 

1 
The promotion of tourism and leisure for both residents and 
visitors to the area with a community focus 
 

 

2 
Supporting local safety campaigns 
 

 

3 
Enhance existing events 
 

 

4 
Promote pride in the community 
 

 

5 
Highlight important local issues/history/culture to local 
residents and students 
 

 

6 Promote a sports -related initiative or event  

7 
Increases visitors to Saltash and improves the local economy 
 

 

8 
Promotes environmental issues which improve the local area 
 

 

Total 
 

 

 

Scoring: 

0 Does not meet criteria 

1 Partially meets criteria 

2 Meets criteria 

 

Applications must score a minimum of five to be eligible to receive grant 

funding. 

 


