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ARMAGH CITY AND DISTRICT COUNCIL FINANCIAL ASSISTANCE POLICY

1.
INTRODUCTION

This funding pack sets out Armagh City and District Council’s policy for the support of community, arts and cultural and sporting organisations and provides information on the grants available to them.

Over the last few years there has been significant change in the funding environment and the Council wishes to continue to support those projects, programmes and initiatives that best advance its strategic objectives. In doing so, we are committed to distributing the grant aid available efficiently and effectively, and the publication of this funding policy underpins our approach of making the process of grant aid as open and transparent as possible.

We have an ongoing commitment to maximise the benefits that can be produced by providing financial and professional support to the community. The publication of this funding policy is the first step, in addition, the officer team will be happy to help with any detailed queries you may have.

It is our intention that this policy will be kept under review annually to ensure its adaptability to the rapidly changing circumstances within our local community.

2.
COUNCIL'S MISSION

In 2020 it is the Council’s vision that Armagh City will have a strong sense of its own identity and place with strengthened connections to its neighbouring towns and villages and rural hinterland. Armagh and surrounding area will be a place of significance, recognized as a strategically placed hub, contributing to the local region, island of Ireland, UK and beyond. It will be forward thinking and recognised as a leading tourism destination with excellent amenities for those who live, work and visit the area. The city and district will enjoy a sustainable community achieving a balance between social, economic and environmental issues.

The priority themes in the Armagh City and District Council Corporate Plan to which the objectives of this policy relate are as follows:

PEOPLE

As a democratically elected body, a key priority is fostering a people-centred approach, listening to the voice and concerns of the people and reaching out to all sections of the community. We will actively work in partnership with agencies, communities and neighbouring councils at this time of great change to deliver shared outcomes and to enhance the quality of life for all. 
Also important is supporting our staff to ensure that they are equipped with the necessary skills and attributes to deliver customer-focused, value for money services at this time of significant change.
PLACE

Armagh City and District prides itself as a place of significance. Rich in culture and heritage it is famously renowned as the Seat of the Kings of Ulster where St Patrick chose to establish his Church. High priority is placed on preserving this unique, natural and built environment in order to protect and enhance our city, towns, villages and hamlets. The challenge over the period of the Corporate Plan is that Armagh City and District’s unique proposition is positioned in a way that is appealing to several audiences including residents, visitors and investors. Our new branding for the area developed in conjunction with key stakeholders, will allow Armagh City and District to be profiled competitively to a wider audience.

PROSPERITY

Armagh has a small yet diverse economy made up principally of the public sector, small businesses and other services. In the difficult economic climate that we now find ourselves in regionally and globally, a pressing emphasis on consolidating what we have has become critical. The Council is committed to doing what it can within its limited powers to support our economy and will also work hard to influence and lobby the work of other Central Government Agencies at the local level. The focus through this collective working will be to safeguard and sustain employment across the City and District, be it in small manufacturing rural businesses, tourism or retail and public sector, using available funding opportunities where possible. In addition, the Council will also seek through the development and delivery of a Master Plan for the city; to maintain and enhance the area’s historic character and identity and will develop a sustainable economy that will contribute to a better quality of life for all.

A copy of Armagh City and District Corporate Plan is available at www.armagh.gov.uk.
3.
Background

The Council has adopted a policy to encourage and enable groups/organisations to undertake projects which assist the Council in fulfilling its statutory duties to promote sustainable local development and which will enhance and develop within the Armagh City and District Council area and improve the quality of life for its citizens, Legislation which is relevant to this policy includes:

Northern Ireland Act 1998

Local Government (Miscellaneous Provisions) (NI) Order 1992

Recreation and Youth Service (NI) Order 1986

Tourism (NI) Order 1991

Local Government Act (NI) 1972

Shared Future Document March 2005

4.
What Is Eligible?

Applicants whose projects meet general selection criteria, objectives of Armagh City and District Corporate Plan and the objectives set out for each of the Grant Aid programmes can apply for funding from Armagh City and District Council. Applicants must clearly indicate that their application is made on behalf of an organisation which benefits the Armagh City and District Council area.

Eligible costs may include:-

· Publicity and Marketing Expenses

· Travel and Transport costs within Armagh City and District

· Tutor/Facilitator costs

· Hire of equipment for the purpose of project event 

· Venue Hire

· Catering costs (provided they contribute to aims of the project)

· Technical assistance 

· Projects/ programmes/ events that display additionality to core functions.

5.
What is Ineligible?

The Council will not fund the following:

· Profit taking or Private Sector organisations.

· Annual General Meetings.

· Projects where there is a clear responsibility for funding on the part of other statutory bodies / funding agencies e.g. Arts Council, Sports Forum, Health and Social Services, Education, Library Boards and Lottery funding etc.

· General requests for funding outside of this policy.

· The repayment of debts, including interest and charges.

· Costs incurred prior to the Letter of Offer will be incurred at the applicant’s risk.  It will at the discretion of the Council as to whether any such costs can be considered eligible.

· Cash payments with no financial backup e.g. petty cash book, receipt etc.

· VAT element were applicant is registered and reclaiming VAT.

· Retrospective grants.

· Core running costs, including salaries, project promoter fees, general administrative costs including telephone calls, postage, rent, rates, electricity, fuel costs and internet costs.

· Ongoing Maintenance

· Organisations working outside Armagh City and District Council area or activities/ events taking place outside Armagh City and District Council area.

· Projects/events whose objective is to raise money for charity.

· Projects/ events of a commercial nature.

· Payments made to committee members.

· Mileage payments

· Purchase of equipment
· Gifts/ Prizes

· Project or events which display no additionality to their organisation core functions.

· Building Costs; lease, rent

The Council will treat incomplete or illegible applications as ineligible. False or misleading information may result in the withdrawal of any subsequent offer of financial assistance.

If you are in doubt about your eligibility for support or wish to discuss your application, please feel free to contact the relevant officer as identified in the Useful Contacts section. (see page 15).

6.
Who can apply for grant aid?

The primary beneficiaries of the programme will be constituted organisations addressing the themes of Armagh City & District Council’s Corporate Plan.

7.
Project selection criteria

All groups must fulfil the following general criteria:

Demonstrate sufficient organisational capacity in terms of:

· Providing an inclusive and welcoming environment

· Being accountable to local people through constitution, membership, committee elections, accounting procedures and annual general meetings

· Being responsive to needs and to demand not adequately addressed by other groups in the same neighbourhood or area.

In addition, organisations applying must also demonstrate capacity to:

· Implement the agreed aims of the project

· Account clearly for the money received

· Comply with Council monitoring and evaluation requirements as defined in the letter of offer contract

· Have in place decision-making to allow for the active participation of the community served

· Promote Good Relations and Equality ie between people of different religious belief, political opinion, racial group, age marital status or sexual orientation; between men and women generally; between persons with a disability and persons without and between persons with dependents and persons without

· Promote environmental sustainability (if applicable).

In addition to general criteria organisations must also fulfil measure specific criteria under which funding is sought.  (Please refer to measure specific summaries enclosed)

8.
How to Apply

1. All applications for funding must be made on the appropriate application form.

2. An acknowledgement slip will be sent to each applicant within five working days.

3. All applications must be accompanied by a minute from the meeting where the committee agreed the submission of the said application.

9. Assessment Process
· Council will consider the grant aid applications every 10 weeks.  If this is not possible, for example if the application is deferred because of the need for more information, the applicant will be advised of this as soon as possible within the first four weeks.

· Each application will be assessed initially by an officer panel against the eligibility criteria and selection criteria.

· A project assessment sheet will be completed for each application, comprising a checklist recording the application’s suitability against each essential criterion published in the guidelines.

· The Officer Panel’s recommendation will be considered by the Executive Committee, then reported to and ratified at the Statutory Council meeting.

· In the event of an application being unsuccessful a letter will be issued to applicants within 10 working days of the full Council’s decision.

· Successful applicants will be issued with a letter of offer, detailing Terms and Conditions and contact details of assigned officer within 10 working days of the Statutory Council meeting.

· The letter of offer will also include a deadline for submission of financial and monitoring and evaluation reports.  This is a means of speeding up the grant claim process and identifying those applicants who default on delivery.
















10.
Payment Procedures
All grant payments are processed by the Finance Department, and grant payments will be made directly into the Bank/Building Society account.  Queries regarding payment should be made to the officer assigned to deal with your application.  

Payments will only be processed when all required documentation as detailed in the letter of offer have been submitted to the officer assigned to the application.  In exceptional circumstances, groups can receive a maximum of 50% advance payment on written request.  The balance of the payment will be released on receipt of requested documentation.
11.
Vouching
Evidence of invoices, receipts, proof of payment and bank statements will be required for all organisations receiving funding from the Council, all this information must be supplied to the Council accompanied with the Final Evaluation Report within 8 weeks of the end of the Project to enable full Vouching and Verification by 12 weeks after Completion.  (Failure to comply with this condition will result in withdrawal of funding).
Grants up to £3,000

The applicant will be required to provide a statement of income and expenditure for the event/project, signed as a true record by two office bearers of the committee.  Included in this must be an indication of the elements of expenditure that have been funded through the Council grant.  

Evidence of other funding and sponsorship must be provided.

Grants from £3,001

As above, but the accounts of the event/project must be verified as correct by an independent auditor and forwarded to the Council within 3 months of its conclusion. The Council recommends that all applicant organisations keep proper accounting records. 

Groups who are awarded a grant exceeding £3001, should forward their audited accounts to the Council within 6 months of the end of the financial year.

Evidence of invoices, receipts, payments and bank statements will be required.
12.
Award of Grant

The Council will publicise the grants awarded through the local press.  The group must acknowledge Council support on all publicity relating to the project in line with the proposed publicity policy. See Annex 2 – Publicity Guide.

13.
Appeals Against Funding Decisions
An appeals system has been put in place for unsuccessful applicants.  

Stage 1 – Appeals Procedure 

The applicant must submit a request under the appeals procedure in writing within 28 days of the date of the letter of rejection, or 14 days after the debriefing discussion has been held.  The request must clearly demonstrate the grounds upon which an appeal is being requested.

Upon receipt of a written request for a review the Council should convene a Stage 1 Appeals Panel, which is independent from the decision making Officer Panel.  The Stage 1 Appeals Panel will comprise 3 people, none of whom were involved in the original decision process.  The Chairperson should be at Head of Services level.  The Stage 1 Appeals Panel will receive all the documentation considered by the Decision Making Panel, including signed documentation relating to all stages of the decision process including the record of the reasons for the selection and appraisal decision.

The Stage 1 Appeals Panel will consider whether the applicant has demonstrated sufficient grounds for the review to be upheld.  No additional project information from that supplied for the original selection should be considered during the appeals procedures.  The Stage 1 Appeals Panel will inform the applicant in writing of its decision on whether it has recommended to the Executive Committee to uphold the original decision or asked for it to be reconsidered.

Having considered the Stage 1 Appeal Panel’s recommendations the Executive Committee may:-

· confirm its decision; or

· amend or alter its decision in any respect; or

· revoke its decision in its entirety and substitute a new decision.

In coming to its decision on the recommendations, the Executive Committee must have regard to the Stage 1 Appeal Panel’s findings and recommendations but is not bound to follow all or part of these.  However, the Executive Committee will normally accept the recommendations of the Stage 1 Appeals Panel unless there are over-riding legal or other relevant and defensible considerations.  

The Executive Committee should not substitute an acceptance decision for a rejection unless the Stage 1 - Appeals Panel has indicated grounds for doing so.  These should be clearly stated in the documentation and communicated to the project.

Departments should ensure that funds are retained for allocation to successful appeal cases.  This could be achieved by selecting reserve projects which will not be given confirmation of funding until all appeal cases have been heard.  At the same time as they are informed of their reserve status, such projects should also be advised that they have a right of appeal as there is no guarantee that funding will become available as a result of the appeal process itself.

Stage 2 – Appeals Procedure 

If the Stage 1 Appeal Panel upholds the Officer Panel’s original decision, or if the Executive Committee concerned decides not to award funding following a recommendation by the Stage 1 Appeals Panel to reconsider a decision, the applicant will have a right to request a Stage 2 Appeal. This will be considered by a Director or Chief Executive. 

The applicant must submit a request for a review to the Council in writing within 28 days of being notified of the Stage 1 Appeal Panel’s decision. 

A Stage 2 Appeal will consider appeals on the following criteria:- 

· the outcome was a decision that no reasonable person would have made on the basis of the information provided in the application; and/or

· that there was a failure in adherence to procedures or systems

The applicant and the Executive Committee will be informed in writing of the Stage 2 Appeal decision.

The Stage 2 Appeal Committee’s decisions will be binding. There will be no further right of appeal after this stage.

However if, after taking these steps, you are still dissatisfied, you can write to the Ombudsman.

The Ombudsman can be contacted at:

33 Wellington Place,

Belfast

BT1 6HN

Tel: 028 9023 3821 e-mail - ombudsman@ni-ombudsman.org.uk  web - www.ni-ombudsman.org.uk
RANGE OF COUNCIL SUPPORT TO ORGANISATIONS
14.
SMALL GRANTS/COMMUNITY FESTIVALS

SMALL GRANTS

Armagh City and District Council recognises the unique fabric of activities that take place in the district it serves. This Small Grants Programme aims to fund local activity by voluntary and community groups in order to improve the quality of life of local people in a wide range of areas. Small grants aims to foster community development activities which will ensure community organisations have self confidence and ability to sustain themselves. This fund will also be the basis for programmes which increase the level of inter community contact and provide greater mutual understanding and respect for the different cultures and traditions in Armagh City and District Council area. Single identity work may also be considered, where projects and programmes increase the confidence of a community so it can subsequently reach out to other traditions and cultures.

OBJECTIVES

· To encourage and develop the range and quality of programmes/ projects/ events which promote the underpinning values off:-

· Community Development 

· Good Relations

· Arts and Culture

· Christmas Community Festivities and other Major Ethnic Minority Festivals

· Voluntary Contribution

· Seeding Grant (ROLLING PROGRAMME - Payable to newly established Community groups, who meet the criteria below) 

· Applicant meets organisational requirements as specified in previous section. (page 7)

· Aims of the organisations must support the objectives of Armagh City and District Council. (see Armagh City and District Council corporate Plan)

· Applicant must be a constituted community development group.

· Group must be established to pursue non-profit making objectives.

· Group must be able to support application with minutes of public meeting at which group was established, notice of public meeting, constitution.

· Group must not duplicate another group already set up in the area.

· Group must be willing to work with Armagh City and District Council

· To stimulate participation for all sections for the community within Armagh City and District

· To create a positive image and raise the profile of Armagh City and District

COMMUNITY FESTIVALS

Armagh City and District Council recognises the unique fabric of Community Activities that take place in the district it serves. This Community Festivals Grant Programme aims to fund local activity by voluntary and community groups in order to improve the quality of life of local people in a wide range of areas.  The main purpose of the Fund is to improve the capacity of community festivals, to make them more sustainable and less reliant on public funding.  The fund will enable community organisations to celebrate their cultural identity and strengthen good relations.   This fund has been transferred from the Department of Culture Arts and Leisure, where there is clear rational as Local Government already play an important role in promoting social cohesion at community level.

The overarching objectives are:

· To foster community development activity through community festivals

· To improve information flow through the strengthening of community links 

· To improve community groups’ access to training resources to assist in developing community festivals

· Attracts Visitors to the Area

· To encourage the adoption of appropriate festival management, health and safety policies and evaluation mechanisms

· To foster an ethos of self help, sustainability, empowerment, and innovation.

· To increase the level of inter-community contact throughout the District as a whole.

· To encourage greater mutual understanding and respect for the different cultures and traditions in the Armagh City and District Council area, through Community Festivals. 

· To raise the profile of Good Relations within the Armagh City and District area in line with the Councils Good Relations Strategy.

· Single identity work may also receive funding where such projects aim to increase the confidence of a community so that it can subsequently reach out and involve itself in networking and joint programme development on a inter-community level.

Payable to bonafide community development groups promoting community based festivals, which complement the Council’s Corporate Plan and add to the Councils Cultural Strategy. 

1. Applicant meets organisational requirements as specified in previous section. (page 7).

2. Aims of the organisations must support the objectives of Armagh City and District Council. (see Armagh City and District Council corporate Plan)

3. The festivals must enhance the area in a positive manner.

4. Adequate insurance cover to a public liability of £5 million minimum must be supplied, however £10 million would be desirable.

5. The following is required; events planning, risk assessments, health & safety plan and necessary approvals must be produced and copy of insurance.

Details of the event programme must be produced in advance.

ASSESSMENT CRITERIA FOR SMALL GRANT AND COMMUNITY FESTIVALS
The criteria against which the council will assess projects for an awarD include the following:

	Indicator 

	Estimated Participants/Attendees

	Level of Community Development

	Marketing

	Relevance to the City and District

	Proportion of Financial Support

	Contribution to Health and Well Being

	Status of Promoter

	Contribution to the Economy 


Scoring Thresholds:

70+: Up to 100% of Qualifying Eligible Expenditure 

60-69: Up to 80% of Qualifying Eligible Expenditure
50-59: Up to 60% of Qualifying Eligible Expenditure
Under 50: No Award

Each application will be evaluated as per the criteria, with any funding reflecting the impact the event will have on the City and District.  There is no fixed level of assistance which the Council can offer a Community Festival.  Each case will be assessed on its own merits.  In practice funding will be limited to a maximum of 60%, of total qualifying eligible event expenditure not exceeding £3,000.   
15.  TOURISM/ ARTS/ SPORTS EVENTS PROGRAMME 

Armagh has a rich unique and cultural legacy that makes it one of the most important locations in Ireland.  The area is of unparalleled archaeological importance, reflecting over 6,500 years of history. Armagh has played a central role in Irish history and has enjoyed an important religious and political status within Ireland for over four hundred years. The purpose of this Tourism/ Arts/ Sports Events Policy is to preserve and enhance Armagh’s uniqueness in Cultural terms and ensure that the area remains a place of significance in the future years ahead. 
This element is also eligible for Community Festivals contribution as above, which has been transferred from the Department of Culture Arts and Leisure, where there is clear rational as Local Government already play an important role in promoting social cohesion at community level.

For the purpose of this Events Programme the following types of events will be considered for funding;

· Arts Events (performing, visual, multi-media, creative)

· Heritage Events 

· Sport Events

· Tourism Events

N.B It is envisaged that events scoring 60+ will be supported over a three year period commencing in 2008, SUBJECT TO ANNUAL REVIEW.

The programme objectives are:

· To stimulate local economic development through increased day visitor numbers and overnight stays in commercial premises within the City and District

· To develop the range and quality of events through supporting existing events and developing new events

· To stimulate arts and sports activity locally.

· To create a positive image and raise the profile of the City and District

· To extend the visitor season throughout the year

· To encourage events unique to Armagh City and District in keeping with the profile of the area

	Indicator 



	Estimated Visitor Numbers (including participants)

	Total Number of commercial bed nights

	Marketing/Public Relations Plan

	Opportunity for Social Cohesion/Community Participation

	Promotion of Professional Cultural/Arts Provision

	Opportunity for participation in cultural activity

	Relevance of the event to the City and District

	Amount of additional sponsorship secured e.g. private/public 

	Status of Event performers

	Status and record of Project Promoter 

	Evidence of Sustainability Plan/Exit Strategy 

	Environmental Impact

	Status and record of Project Promoter including Health & Safety arrangements 


Scoring Thresholds 

70+ Up to 60% of Qualifying Eligible Expenditure (Not Exceeding £10,000)

60+ Up to 50% of Qualifying Eligible Expenditure (Not Exceeding £7500)

50+ Up to 40% of Qualifying Eligible Expenditure (Not Exceeding £5000)

Less than 50% – Nil Funding

Each application will be evaluated as per the criteria, with any funding reflecting the impact the event will have on the City and District.  There is no fixed level of assistance which the Council can offer an event.  Each case will be assessed on its own merits.  In practice funding will be limited to a maximum of 60% of total qualifying eligible event expenditure not exceeding £10,000.   

16 .  Regeneration Grant Support

This measure is available to community based organisations within the Council who are taking forward significant investment projects (in the region of £500,000-£5,000,000) and for which a large portion of the project funding is already in place.  Two types of grant are available:

16.1 Capital Grant
A Capital Grant up to a maximum of £60,000 will be available to community organisations who are already advancing significant economic/community regeneration projects of which the majority of funding is in place.  For example this may include environmental improvement, workspace, sports capital or other regeneration initiatives funded substantially by central government, lottery or other EU funds.

16 .2 Revenue Grant

A revenue grant will be available to support general administration costs, fees associated with a major capital funding projects for which funding is already secured.  A maximum of £10,000 will be available per year for a period of up to 2 years to advance major regeneration initiatives.

Similar to the Capital Grant, the Revenue Grant will only be available to groups advancing projects for which a substantial level of funding is already secured and in place.

The Regeneration Grant measure (Capital and Revenue) is a rolling programme and is available for groups to apply at any time throughout the year providing that 75% of the overall total funding package is in place.  Interested groups will complete the general application form and must also adhere to the Financial Assistance Project Selection Criteria.

Demonstrate sufficient organisational capacity in terms of:
· Providing an inclusive and welcoming environment

· Being accountable to local people through constitution, membership, committee elections, accounting procedures and annual general meetings

· Being responsive to needs and to demand not adequately addressed by other groups in the same neighbourhood or area.

In addition, organisations applying must also demonstrate capacity to:

· Implement the agreed aims of the project

· Account clearly for the money received

· Comply with Council monitoring and evaluation requirements as defined in the letter of offer contract

· Have in place decision making to allow for the active participation of the community served

· Promote Equality of Opportunity and Good Relations ie between people of different religious belief, political opinion, racial group, age marital status or sexual orientation; between men and women generally; between persons with a disability and persons without and between persons with dependents and persons without

· Meet new targeting social need priorities ie tackling social need and social exclusion by directing actions towards people, groups and areas identified as being in the greatest social need

· Promote environmental sustainability (if applicable).

· Complement – Add value to the Corporate Plan.

17.
Advice services

Since 1975 Councils have been obliged to provide funding for advice services through their community services programme.  Armagh City and District Council provides grant assistance to the Citizens Advice Bureau as a sole provider of the service.  The Bureau gives added value to this through its own fundraising activities, to provide additional services including outreach and telephone helpline.

18.
Conference Support
Applications for conference support may be submitted at any time but must be made at least two months in advance of the conference/seminar.

Applicants must be able to demonstrate the following:-

· a clear link to the Council’s Corporate Plan objectives

· The conference must either be held wholly within Armagh City & District or incorporate a significant element of the Conference Programme within the City & District or have delegates accommodated in the City & District 

· Maintain and enhance Armagh’s status as a City of historical and cultural significance and actively promote Armagh on the national and international stage

· The conference must generate significant commercial bed nights for the City and District 

· The conference must generate additional secondary revenue spend for the City and District 

Form of Support:

When National or International Conferences are held within the City and District the Council may provide hospitality which may include one of the following:-

· A Drinks Reception, up to a maximum of £300

· Guided Tour & Living History Presentation

· A Finger Buffet of up to £450 in value in exceptional circumstances where the conference is deemed to generate substantial economic benefit to the City & District

19.  Subscriptions and Donations – Rolling programme.

The Council will consider requests from registered charities/organisations/individuals for financial support towards their programmes on an individual basis.  Awards will be made on the basis of benefits to the local community.

Awards will be capped at £500.  This is a rolling grants programme allocated throughout the year.  Applicants must be:

· A registered charity or voluntary body

· Have a base in Northern Ireland

· Serve the local community
 in Armagh City and District Council area

 20.
Enabling Fund 
Council will implement an amount of up to 15% additional funding under its ‘Enabling Fund’.  This will be available for all Section 75 Groups but based on a demonstration of need. 
21.
General Conditions
Good Relations Requirement 
As part of this funding we would encourage all organisations to subscribe to the principles of creating Good Relations to everyone in the community.

Authorisation
The applying organisation should forward a copy of minute taken by the group, as approval of submission of application. 

Payment Controls
In certain circumstances, a percentage of the full grant may be paid in advance.  The first claim may be made when expenditure is first incurred, and after acceptance of the Letter of Offer.  The final amount of grant will be withheld until receipt and evaluation of the Post Event Evaluation Form. Claims which involve an advance payment will be subjected to the same financial scrutiny as all other claims.  

Payment of grant or any instalment will only be made on receipt of a claim form accompanied by such evidence as to relevant and legitimate expenditure in the form of original invoices and/or receipts, bank statements. Expenditure claimed without the provision of original receipts/invoices will be excluded. Cash expenditure can only be handled through petty cash, and the Council will require sight of the petty cash book. Petty Cash Cheques should be visible on bank statements and should correspond with the relevant transactions in the Petty Cash Book submitted.  The level of Petty Cash should not exceed £500.  Any item paid out of Petty Cash must have a receipt or invoice.

Cheque expenditure where an invoice is not available is only eligible when a receipt has been issued.

If an application is successful and the programme displays a surplus and /or the organisation commits a sum of money to charity, Armagh City & District Council will reduce any grant accordingly.

Canvassing 

Applicants should note that the application can only be judged on the information 
submitted and strategic fit with the assessment criteria.  Any canvassing of Council Officers or Elected Members will result in the application being rejected.
Letter of Offer
A formal letter of offer will be issued to the applicant following Council approval of the project.  Before any assistance can be paid, any pre-conditions must be met as stated in the Letter of Offer.  

If the terms of the Letter of Offer are not adhered to by the applicant the Council has the right to withhold or seek to recover all or part of the financial assistance, according to the terms of the Letter of Offer.
The Event Organisers shall indemnify Council against all actions, proceedings, costs, claims, demands and liabilities whatsoever arising from all or any activities associated with the Event.  The Event Organiser shall confirm that current insurance cover includes cover for risks of Employers’ Liability & Public/Products Liability. A copy of the Event insurance should be supplied to the Council prior to the Event. 

Payment of grant will only be made once the Council is content that the grant has been expended in accordance with the Letter of Offer and proposal outlined in the original application.

Equality
The Council is fully committed to supporting the elimination of all forms of discrimination in employment. The applicant will be expected to adhere to the requirements of the Fair Employment (NI) Act 1989 (and any subsequent amendments), and to observe the spirit of the legislation.  Under Section 43 of this act the Council has the right to withhold or recover any payment or part thereof in the event of failure by the applicant to honour the undertakings stipulated in this paragraph.
Environmental Impact
In accepting the offer the applicant undertakes to address all aspects of the project which many have an impact on the environment and to use its best endeavours to adopt and implement an appropriate environmental policy.
Post Event Evaluation
Organisers are required to complete a Post Event Evaluation Form. It is expected that organisers will monitor economic and/or civic impact during the event and make an accurate assessment at key stages throughout the event.  The form should be completed no later than EIGHT weeks after the event.  A full and accurate statement of accounts will also be required as per the Letter of Offer.  As part of the process Armagh City and District Council may undertake an additional evaluation at or around the event.
Publicity 

On receipt of financial assistance, Armagh City and District Council must be fully acknowledged as sponsors of the event on all literature and associated marketing material including advertisements.  Failure to comply may result in the withdrawn of assistance.  Please find attached publicity plan ANNEX 2.
HEALTH & SAFETY

· Applicant meets organisational requirements as specified in previous section. 

· Adequate insurance cover to a public liability of £5 million minimum must be supplied, however £10 million would be desirable.

· The following is required; events planning, risk assessments, health & safety plan and necessary approvals must be produced and copy of insurance.

22.
Useful Contacts 
If you have any questions about our grant aid policy or need advice you can contact the following:-

Miss Frances Haughey

Administrative Assistance 

Regeneration and Development 

Armagh City & District Council

Council Offices 

The Palace Demesne

Armagh  

BT60 4EL

Telephone 028 37 529642 

23.
Calls
· Financial Assistance will become a Rolling Programme with Reminder Ads 3 times/year.

· New Events/Festivals must submit an Application 12 weeks in Advance if Funding is required to operationally Deliver the Event 
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Publicity Guide 
for projects supported through Armagh City and District Council Financial Assistance Policy 

INTRODUCTION 
All organisations involved in the Armagh City and District Council Programmes must recognise the financial support the Council is making to their project. 

This document sets out the minimum publicity required from all organisations and projects supported by Armagh City and District Council Financial Assistance. This will ensure compliance with the publicity requirements as set out in the Letter of Offer. Projects activities which do not meet the publicity requirements set out will deem funding ineligible. 
A summary of the objectives of are; 

• To promote funding opportunities offered by Armagh City and District Council and by sharing best practice; 

• To raise public awareness of the role of the Financial Assistance of Armagh City and District Council; 

• To aid the transparency of the Programme. 

At every opportunity the financial support of Armagh City and District Council must have ‘due prominence’ in all materials produced, distributed and published by the project. You should also include the Council logo.

Projects/Programmes should tell their Council about events, launches and major publicity activities. 

This guide seeks to explain how you can meet your legal obligation to acknowledge Armagh City and District Council’s contribution to your projects/Programmes.

Projects should seek initial guidance regarding the acknowledgement of funding from the person with designated responsibility for information and publicity in their grant application. 

If necessary, clarification can be obtained from Frances Haughey, Armagh City and District Council. 

Telephone: + 44 (0) 28 37529600 

Email: frances.haughey@armagh.gov.uk
COMMUNICATIONS STRATEGY and PLAN 
You must have a communication/publicity plan for your project. This will show how you intend to make sure the potential and actual beneficiaries and the public are made aware of Armagh City and District Council’s contribution to you project. If other funders require recognition you may include their logo in your publicity material but it must not be bigger than the Armagh City and District Council’s logo. 

LOGOS AND BRANDING 
Council Logo’s can be downloaded from the Council’s website at www.armagh.gov.uk 

They are several versions of each logo available. The logos are available in several formats and there are different version for use with full colour printing, and single colour printing. The EPS and JPEG versions would be used for design and presentations and the GIF would be more suitable for use on the web or in email communications. 

There are many cases where the relevant logos are to be used. Examples include; 

• Signage/Plaques/Posters/Billboards. Signs and plaques should be placed in a prominent location and clearly visible. If the project has costs of more than £5000, then a Council’s Own Promotional Material must also be erected in prominience.  The Council Logo and text must be at least 15% of the total area of any major promotional signage/billboards/display stands etc.. 

• Stationery. Letterheads, compliment slips, invoices, business cards, grant applications, invitations (relevant to the programme/project). 

• Publications. Brochures, Annual Reports, Year Books etc (relevant to the project). 

• Advertisements. Promotional advertisements, Acknowledgement on radio and TV advertisements (relevant to Project). 

• Display/Exhibition Stands/Videos/CDs 
PUBLICATIONS 
The appropriate recognition of Armagh City and District Council’s funding must be included in all publications in addition to the appropriate logos. The following form of words would be appropriate: This project is part financed by Armagh City and District Council through the Financial Assistance Programme.
EVENTS 
The invitation to an event part financed by the Council must include the logo. 

At the event itself, the Council logo and should be displayed prominently. This might be on the speaker’s podium or within the visual presentation. The Council also need to be acknowledged verbally. This could be within the opening remarks or during the main speech/presentation. 

Furthermore as stated above the Council’s Logo must be on all promotional material.

WEBSITES 
Armagh City and District Council’s support must be recognised by including the correct logos as explained above. As well as including logos and acknowledgement, we would like you to include a link from your website to Armagh City and District Council’s - www.armagh.gov.uk 

ADVERTISING 
Projects/Programmes/Events are required to include the Councils Logo on all advertising and public notices. 

Promotional advertising for large events part funded by the Armagh City and District Council must include the appropriate logos. The logos must have ‘due prominence’. This means that the size of the logo must not be smaller than any other logo included in the advertisement.

PUBLIC and MEDIA RELATIONS ACTIVITY 
Public Relations (PR) has been defined as the development and maintenance of mutual understanding between an organisation and its publics or put another way making friends and keeping them. 
PR and Media Relations activity can often be the most cost effective way of communicating with your key target audiences. 

There are at least four media opportunities for each project: 

1. the announcement that the project has been awarded some money 

2. a progress report on the project (when appropriate) 

3. the conclusion of the project and the celebration of what it has achieved 

Media relations can help to; 

• convey an organisation’s/project’s goals and mission in life; 

• contribute where necessary to effective crisis management; 

• challenge misconceptions and build trust; 

• increase familiarity and boost favorability; 

• improve market position through increased awareness and participation; 

• make current or future stakeholders or partners aware of what your organisation is achieving 

• build and maintain internal morale and improve an organisation’s standing in the community. 

• highlight your needs and achievements. 

Armagh City and District Council should be acknowledged as early as possible in all PR and media activity. The logo should be included in news releases. Spokespersons should be briefed so that they mention Council funding support when talking to journalists or undertaking press or media interviews. The appropriate recognition is provided by this form of words: This project is part financed by Armagh City and District Council’s Financial Assistance Programme.






















































Payment forwarded to Promoter no later than 12 Weeks after Completion following a satisfactory evaluation





Application Forwarded to Group for Completion





If necessary liaison with group





Application received and assessed  


by officer group against criteria





Application considered within 


10 week cycle (unless otherwise required).





Ratified by Full Council 





Applicants then informed of decision within 10 working days and relevant letter of Offer issued including all terms and conditions





Appeals procedure, please see section 11





Officer recommendations considered by Executive Committee 


























Applicants provide all Invoices, Bank Statements, Finance Report and Evaluation Report No Later than 8 Weeks after Project Completion
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