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	Enable’s East Midlands ESF Community Learning and Skills Grants 2014-2015 – 1st Round
Application Guidance


Welcome to the first application round for Enable’s 2014-2015 European Social Fund (ESF) Community Learning and Skills Grants Programme.

The East Midlands ESF Community Learning and Skills Grants 2014-2015 programme is a new programme offering grants of up to £10,000 to small, third sector, voluntary and community organisations to engage with local communities to deliver a range of skills and employment support activities; to enable people from the hardest to reach communities, experiencing multiple disadvantages, to make progress towards the labour market.

The programme is funded jointly by the Skills Funding Agency (SFA) and the European Social Fund (ESF).  This grant programme is administered by Enable who has been selected by the SFA to act as a Grant Co-ordinating Body.  Enable will work with voluntary and community sector organisations in each of the East Midland’s 5 counties to promote the funding opportunity.  An ESF Community Grants Steering Group will oversee the implementation of the East Midlands’ programmes, and applications will be selected by sub-regional selection panels.
	Application Round Information
Target areas -  See Annex 2 for details of geographical targeting

Closing date – See Page 13 for application deadline details
Budget available  - £250,000 (to support at least 25 projects)
Delivery Timeframe –  See Paragraph 1.6 for details
Results announced – 21 March 2014
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	Section One – Eligibility 


1.1 Your Organisation

The ESF Community Learning and Skills Grants programme is designed to assist small not-for-profit groups based in and run by people from the community they support. The selection process will prioritise groups with an annual income under £50K.
	Organisational Eligibility

For this new programme the Skills Funding Agency has provided a definition of the type of organisation eligible to apply for this funding.  They have set a maximum income level and a maximum staffing level, organisations unable to demonstrate that they do not exceed these levels will be unable to apply.  


In order to be an eligible applicant for an ESF Community Learning and Skills Grant your organisation must satisfy the following criteria:
a. Be a charity (not necessarily registered), a community group or a not-for-profit organisation.
b. Have an income of less than £300,000 per annum.

c. Employ no more than 9 full-time equivalent (FTE) members of staff. 
(See Annex 9 for guidance on how to calculate FTE)
d. Not be in receipt of direct funding from the Skills Funding Agency or the Department of Work and Pensions.

e. Be established and based locally and provide services in the East Midlands.
f. Have a written constitution, or set of rules, which has been formally adopted (e.g. agreed at a meeting of the membership and signed and dated by officers of the organisation).
g. Have a bank account in the organisation’s name with a minimum of two signatories.
h. Have a safeguarding policy and have appropriately trained and CRB/DBS checked staff and volunteers (before the start of delivery).
	Those who cannot apply are:

· Individuals (not representing a group)
· Groups that consist of one family
· Statutory bodies 

· Profit making organisations

· Grant making bodies applying for funding to redistribute to individuals or groups.

· Political groups




	Has your group received an ESF Community Grant under the previous programmes? 
If you have previously received an ESF Community Grant, so long as you meet the eligibility criteria you are still eligible to apply to this new programme.  However:

· Groups cannot receive more than £15K Community Grant ESF in a 12 month period, so the value of your previous grant, if awarded after 21 March 2013, will need to be considered when determining your new grant request.

· We will need to demonstrate your own organisational development.  
· Your track record in the delivery and administration of your previous grant will be taken into consideration during project selection. 




1.2. Your Project

Community Grants provide “project based funding” – the grant requested should fully fund the delivery costs of a distinct piece of activity i.e. “the project”.  Community Grants can not simply be used to meet core costs. The project must help unemployed or economically inactive people (who are at a particular disadvantage in the labour market) move towards employment, and be activities designed by/or in collaboration with the target group.  This can cover a wide range of activities including:
· First contact engagement activities, e.g. activities which help people who are not normally in contact with official organisations; for example by arranging events or training in places that such people feel comfortable to visit.
· Projects to improve confidence, motivation and social integration, e.g. sport, gardening, music, art and other creative activities.
· Developing local networks and groups to support people to get a job or access learning e.g. Work Club/Enterprise Clubs or Learning Champion type activity.
· Softer skills development e.g. assertiveness, anger management and motivation.
· Innovative approaches to attract under-represented groups into learning.
Projects could include aspects of the following:

· Volunteering and work experience opportunities
· Non accredited first steps learning

· Taster activity to encourage the take up of learning

· Basic help with literacy and numeracy
· Job search support

(The highlighted activities with be prioritised as they match with government initiatives to help support people back into work.)
	When developing your project you must be aware that all activity supported through this funding programme is subject to inspection by Ofsted, the Office for Standards in Education, Children’s Services and Skills.  Therefore the experience of your participants (learners) is of paramount importance.  


You will need to ensure you build the following aspects into your delivery:
· A documented induction process

· An initial assessment process

· Completion of an Individual Learning Plan (ILP)
· Gathering participant feedback

· A measurement of distance travelled (soft outcomes).

· Realistic and achievable progression routes

· Any Information, Advice and Guidance (IAG) is delivered to Matrix standard

See Annex 1 for links to some example projects.
	What can not be supported

· Projects that promote political beliefs
· Projects that promote religious beliefs

· Projects benefiting people in employment

· Projects benefiting people aged under 19
· Projects that include the costs of building, repairs or structural work

· Projects already in receipt of ESF funding
· Projects normally the responsibility of the Government or another public service provider/agency

· Projects which duplicate provision already supported through existing SFA or Department for Work & Pensions (DWP) mainstream activity, or ESF co-financing




1.3. Your Target Group

The target group for the ESF Community Learning and Skills Grants Programme is unemployed and economically inactive people aged 19 years and over, who are from the hardest to reach communities and who have difficultly accessing mainstream provision.  (Please note this change in the lower age limit from the previous programme.) There will be a particular focus on benefit recipients who are inactive in the labour market, people with no qualifications and/or literacy and numeracy needs, communities of interest under-represented in the labour market and individuals low in confidence and aspirations. Priority will be given to projects which support the following groups:
· People with disabilities, learning difficulties and health conditions (where progression to employment is a potential outcome)
· Lone parents

· People aged 50 or over (but still seeking to enter the labour market)

· People from ethnic minority groups
The aim of the programme is to move people closer to the labour market, therefore all participants should be either registered unemployed or economically inactive, projects can not support people already in employment.
1.4. Your Area of Delivery
ESF Community Learning and Skills Grants are expected to help those living in areas of greatest deprivation and areas with the highest levels of unemployment. To maximise the impact of the funding available we have used the latest data to identify those areas and expect projects to be delivered for the benefit of these communities. See Annex 2 for details.  Within your application you must state the geographical area you will be targeting. We are looking for applicants that are “in and of” the community of place they are targeting. We do not want to support projects that intend to recruit across these target areas. If your project is successful we will expect all your participants to be recruited from your target area. 
	How we want geographical targeting to work

In some instances our target areas are single wards or districts; in others they are entire City centres e.g. Derby City. This does not mean that we are not still looking for a targeted “community based” approach. The more focused your delivery is on a single community in need (e.g. Normanton), the more likely it is to be supported. If your project is more focused on a community of interest rather than place (e.g. the deaf and hard of hearing) we can accept a wider geographical target area (e.g. Derby City).
Your application needs to demonstrate that you intend and are able to target a well defined community of place, rather than just attempt to restrict recruitment to our target areas to satisfy the funding requirements.  


1.5. Your Expenditure

The maximum grant available is £10,000 and this must cover all the costs of your project.  
	Value of Grants

For this programme the number of grants we are required to issue is lower than for the previous programme, so we will be able to issue grants up to £10,000 (where they offer value for money).


You should work out your costs carefully – you will need to make estimates but you should only ask for what you need, so that we can give grants to as many applicants as possible. Please remember your costs do not just include the expenditure associated with delivery, but also the expenditure associated with administering that delivery. 
Whatever costs you include must be essential to the running of the project.  ESF Community Learning and Skills Grants can not pay for the normal running costs of an organisation, although you may claim the proportion which is directly spent on the project.  You must only spend the grant on the costs of the project. All costs must be eligible under European Social Fund rules (see Annex 3)
	What grants can not pay for

· Individual items of equipment costing more that £1,000, even if you contribute to the rest of the cost yourself (see below).
· Purchase of second hand equipment.
· Building, repairs or structural work – above a £750 limit for minor adaptations.
· Buying property or land.
· Purchase of vehicles.
· Single trips or outings purely for a social benefit.
· Tickets, gifts or prizes purely for a social benefit.
· Loans can not be made with grant money.
· Reclaimable VAT.
· Travel outside the UK.
· Bank charges, legal fees, fines or costs arising from legal action.



	There is no specific limit to the number of items costing less that £1,000 that can be purchased. However, ESF aims to support people and our selection panels will not consider that your proposal offers value for money if the bulk of the expenditure is to be on equipment.


	NB - We will require all funded organisations to keep copies of all the invoices, timesheets, receipts and bank statements relating to their project, as evidence of expenditure.  Documents will need to be retained in line with ESF requirements. If you do not feel your organisation has the systems in place to do this, then this funding stream is not the right one for your proposal.



1.6. The Length of Your Project

Projects can range in length from a few weeks to a maximum of six months. We have chosen to impose a limit on a project’s delivery term to concentrate the impact of the funding and ensure we are supporting effective interventions. We do not want to fund repeat activities during your project term. 
	Results will be announced by 21 March 2014. Your project can not go ahead until you have met with the Regional Co-ordinator to draft your Grant Agreement, so please be realistic about your intended start date. The Regional Co-ordinator will prioritise visits on the basis of the stated start date. Enable will expect all projects supported through this first round to have started delivery by mid-May 2014 and to have completed delivery by mid-November 2014.


	Section Two - Your Organisation’s Capacity


2.1 Building Your Capacity

Enable is keen to increase the capacity of small Voluntary and Community Sector organisations to sustain and further their role in engaging and progressing hard-to-reach individuals towards the labour market. A proportion of the Community Grants funding has been ring-fenced for capacity building activity.  
Enable will work in partnership with successful applicants during project delivery and beyond, to build their organisational capacity to deliver a quality learning experience to their participants, in line with the Ofsted Common Inspection Framework, with the aim of making their learning delivery sustainable. 

Our Quality team will work with successful applicants to develop a quality self assessment report and quality improvement plan. Successful applicants will have the opportunity to benefit from a series of training workshops and other measures aimed at developing their ability to deliver a service which could be suitable for mainstream funding.
Groups applying for grants must therefore be committed to the delivery of learning, and be prepared to take advantage of the support being offered.
	Section Three - The Application Process




3.1 The application process:
Stage 1: Assessment of eligibility and initial scoring
After the deadline, all applications will undergo an initial eligibility/due diligence assessment and scoring process carried out by Enable staff. A ranked list will be produced for each county and presented to the relevant selection panel.
Stage 2: Selection
When all applications have been assessed and scored, all eligible applications will be submitted to a sub-regional selection panel that will assess and prioritise applications for the award of grant according to:

· The score achieved by the application
· The level of deprivation within the delivery area

· How well the project meets the aim of the programme
· Participant priority
· Community Grant track record (for groups previously in receipt of a grant)

· The project’s contribution to appropriate regional and local strategies
· The amount of funding available

· The need to achieve an equitable distribution across the sub-region
Stage 3: Approval

Each individual selection panel will make a recommendation to the ESF Community Grants Steering Group who will formally approve the award of all grants.
Stage 4 – Notification

We will write to all applicants to inform them of the result of their application.  The decisions of the Steering Group will be final. Unsuccessful applicants will only be offered feedback when the next application round is launched, in case there have been any revisions to the requirements for the round.
Stage 5 – Completion of the Grant Agreement

If your application is successful, we will arrange a meeting with the ESF Community Learning and Skills Grants Regional Co-ordinator.  At this meeting we will check documents that establish eligibility, discuss expenditure estimates and cash flow and negotiate the exact level of grant.  We will send you two copies of the Grant Agreement for your signature, to be returned to us for our signatures. At this meeting we will provide you with documents to support monitoring and delivery requirements, e.g. example Individual Learning Plans (ILPs) and forms to register attendance.
Stage 6 – Payment of Grant

Once your Grant Agreement is fully signed you will receive 35% of your funding up-front.  Once you can demonstrate that 50% of this funding has been spent you can claim a 30% second advance, and once 70% of the total funding received has been spent you can claim a 30% third advance.  The final 5% will be released on submission of all monitoring forms and verification of expenditure. A timetable for claiming grant will be built into your Grant Agreement.
	Section Four - The Application Form


4.1 Planning your Project

It is important to plan your project carefully.  Please consider the following:
· When estimating your costs make sure you have thought of all possible items of expenditure.

· The people scoring your application do not know anything about your organisation, or the needs of your community, so be clear about what activities you are going to do and for whom.

· Think carefully about when and how you will be able to recruit people (e.g. the times of school holidays often need to be taken into consideration). 
· Check to make sure you have supplied all the information that we have requested. 
We want to make the process as straightforward as possible, so there are no trick questions; we are not looking for keywords in your application, such as social exclusion or local social capital, we just want a simple straightforward explanation of what you want to do, for whom and why.  
4.2 Completing your application form

The sections of the application form are referred to below with notes about how to complete each section.  Please read the following sections carefully alongside the application form.

Please make sure that:

· You use only the spaces provided;: any text outside the boxes provided or on attachments will not be considered. Any information simply copied from the guidance will not be scored.  
· Hand written applications must be clear and legible.

· If you use an electronic copy of the form, do not alter the size of the boxes or the layout of the form and make sure you use no smaller than 12 point font.
· The form is signed and dated by someone from your group other than the main contact.
· You keep a copy of the application for your records.
· You use the correct value postage.

· Your complete application is received at the Enable office at the address given below.
	Enable

The Voluntary Action Centre

7 Mansfield Road

Nottingham

NG1 3FB


· By the deadline detailed below.
	5.00pm, Friday 21st February 2014



	Any applications received after the deadline will not be accepted. 
· Ensure your application is complete (see below)
· Please do not fax your application.
· Please do not rely upon standard postage – send your application recorded or next day delivery.
· Remember large envelopes incur higher postage costs; if postage costs are underpaid your envelope will not be delivered until we have agreed to pay the additional postage (which will mean you miss the deadline).
· Please save and e-mail the document in the format in which it was created – Word 97-2003.
· The Voluntary Action Centre closes to the public at 5.00pm



	A complete application should comprise:

· One paper copy of your application with an original signature.
· An e-mailed copy of your application form.

· A copy of your signed constitution/set of rules/governing document
· A signed copy of your most recent annual accounts or an income/expenditure document for your last financial year.
· An organisational “family tree” or staff listing.

Incomplete applications - i.e. where all five elements are not received by the deadline - will not be accepted.



4.3 Guidelines for completion of application form

	You must speak to the ESF Community Learning and Skills Grants Regional Co-ordinator or a Development Worker before completing an application form to ensure you understand all the eligibility requirements.


Question 1 - Please tell us the name of your group as it appears on your governing document.  Governing documents may be a constitution, a set of rules or a document that simply sets out your group’s aims.  The name you give here must match that on your bank statement or accounts.
Question 2 – Add your UK Provider Reference Number (UKPRN); if you don’t have one consider immediate registration. The UK Register of Learning Providers (UKRLP) is a “one stop” portal to be used by government departments, agencies, learners and employers to share key information about learning providers. The UKRLP has details of over 30,000 providers and each has been allocated a UKPRN. This is the unique identifier used to share information with the UKRLP partner agencies (e.g. the Skills Funding Agency).
Question 3 - Choose a title that describes the activities of your project. Please limit this to 50 characters.  

Questions 4 and 5 - As part of the assessment process we may have to contact this person for more information, so they should have a clear understanding of the application.
Question 6 – If your project will be based at a different address from that given at question five, you will need to provide the full address here.

Question 7 - To help us assess your application, we would like to find out more about your group; what it does, and the people  or communities that it targets, how many members you have, how many volunteers etc. Refer to your constitution or rules – use bullet points and include brief aims and objectives. There is an eligibility issue that needs to be fully addressed here about the numbers of full time equivalent (FTE) paid staff within your organisation which should correspond with the staff list provided.
Question 8 – Here you are asked to provide financial information about your group, and where your group’s income is above the level at which we feel you could be considered a “grass roots” group, you are asked to clarify why your group is best placed to support your target group. Scoring points are awarded here to groups with lower income levels.
Question 9 - Please tick the box or boxes that describe your group.  You can only apply if you are a locally based group.

Question 10 – If you are going work with any other groups or organisations to deliver your project, please provide the names of those organisations here; this information will be verified so only include organisations that are aware of your application.
Question 11 – Enter your proposed start and end dates here, with reference to paragraph 1.6 of the guidance; please note that we cannot fund costs you have incurred before the date the grant award is made.  
Questions 12 and 13 - Enter the details of the most senior person within your organisation. If it is the most senior person named as the main contact then include another senior person here i.e. your treasurer or company secretary.
Question 14 – If your group has a website please indicate here and ensure you write the address clearly.

Question 15 – At question 15 you are asked nine questions about your group. You will score 1 point for each yes answer; if your application is successful you will be required to provide all the requested information.  Answering “no” to these questions will not prevent your group being supported, but no delivery can begin until items one to eight have been addressed.

Scoring Questions 16 to 18 – The guidance to be used for these selection questions is provided on the application form.  Your answers do not have to completely fill the space provided, but must not exceed it.
Question 19 – How much do you want to apply to the ESF Community Learning and Skills Grants Programme for? This amount must not exceed £10,000.
Question 20 - Please fill in the table giving details of all the project expenditure.  Give a description and breakdown for each item and the total cost.  Make sure all items of expenditure are eligible and avoid terms such as “miscellaneous” or “other”.  At the bottom of the table include the total – this must match with your answer at question 19. Do double check that your grant request and the total of the expenditure items listed match. Please ensure any cost breakdown provided is clear and “check your sums”. It may be impossible to rectify any mistakes after a grant award has been made.

NB. If you are planning to buy items of equipment, up to the £1,000 limit, it is a good idea to include the cost of insuring them. You must also consider where your organisation will securely store these items.
Example

	Item
	Amount £
	Description/Breakdown of cost

	Room Hire
	£800
	ABC Community Centre, 20 sessions x 2hrs at £20 per hour


Question 21 – You may have included some project expenditure which requires some explanation to help the selection panel understand its inclusion and its value. If so provide that additional information here.
Question 22 – This box provides you with an opportunity to tell Enable and the Selection Panel anything else you think we should know about your project.

Declaration - This box should be signed by the Chairperson, Treasurer, or a Committee Member or senior employee who is not the main contact given at question four, but who is equally familiar with the proposed project. It could be the same person whose details are entered at question 12.
	Section 5 - If Your Project is Supported




5.1 What we will require from you.
If your project is supported you will be required to:

· Have a Safeguarding Policy (and where applicable a Lone Working Policy) and ensure that all tutors, staff and volunteers supervising vulnerable adults have an up-to-date CRB/DBS (Criminal Records Bureau/Disclosure and Barring Service) check. (By up to date we mean carried out within the last 3 years).
· Complete a skills/experience and competencies statement for each member of staff/tutor/volunteer delivering learning activity.

· Keep financial records to support expenditure, such as original invoices, bank statements, staff timesheets, job descriptions and expenses payments, and provide Enable with copies of invoices/receipts etc. for each item of expenditure at the end of the project. You should keep the original receipts/invoices for your own audit purposes.      

· Have a Health and Safety Policy and Public Liability Insurance.
· Sign a Grant Agreement detailing the purpose of the grant, your budget, and your target outcomes.
· Display the European Social Fund, Skills Funding Agency and Enable logos on all forms, letters, posters, leaflets and other publicity materials that are produced for your Community Grants funded project.

· Complete an End of Grant Report at the end of your project. 

· Complete a monitoring form for each participant, ensure that these are signed by the participant and submit the original signed forms to the ESF Community Learning and Skills Grants office.

· Complete an initial assessment for each participant and establish a simple learning plan, with clear aims and actions, for each participant.
· Monitor the progress of participants using RARPA (Recording and Recognition of Progress and Achievement) principles.  We can help you with this.
· Report progress regularly. This will include the reporting of simple performance data and a narrative progress report.
· Ensure that all your project participants are eligible to work in the UK.
· Ensure for all participants in receipt of work related benefits that their Jobcentre Plus Personal Advisor/Work Programme Provider is made aware of the support your project is providing.
· Have an Equality and Diversity Policy and ensure that you promote equality of opportunity to all individuals in the community you service, in your internal employment and management practices and in your dealings with any partners or contractors (see Annex 5).

· To integrate sustainable development issues as far as possible across all aspects of project design and delivery (see Annex 5).
Annex 1
	Project Examples


The main purpose of Community Grants is to help people who are unemployed or economically inactive and face significant difficulties in gaining employment to move closer to the labour market.  This can cover a wide range of activities and unlike other ESF grants your participants do not have to achieve accredited qualifications or move directly into employment.  That would be good, but may not be realistic for many people.  For example, some people lack the confidence to start a training course which would give them the skills they need to gain employment, and taking part in your project could help build their confidence to the point where they feel able to enrol for a training course.

Example projects from the previous Programme
See the Enable web site
http://www.enable.uk.net/content/community-grants-2011-2013
See ESF Works website

http://www.esf-works.com/projects/projects/404186
http://www.esf-works.com/projects/projects/404196
http://www.esf-works.com/projects/projects/404051
http://www.esf-works.com/projects/projects/403899
Annex 2
	Geographical Targeting


	Derbyshire

Derby City (focusing on Arboretum, Sinfin, Derwent, Alvaston and Normanton wards)
Erewash District – Ilkeston and Cotmanhay
Chesterfield – Rother and Loundsley Green wards

Bolsover – Shirebrook, Bolsover and Elmton and Creswell

Amber Valley – Ironville and Ridding

High Peak – Gamesley ward



	Leicestershire

Leicester City (focusing on New Parks, Freeman, Braunstone Park and Rowley Fields, Eyres Mansell, Spinney Hills, Beaumont Leys, Latimer, Aylestone, Abbey, Coleman, Charnwood and Thurncourt wards)
Charnwood Borough – Loughborough Hastings and Storer wards




	Lincolnshire 

Lincoln City (focussing on Moorland, Glebe, Abbey, Birchwood and Castle wards)
West Lindsey – Gainsborough

East Lindsey – Skegness, Mablethorpe, Ingoldmells and Chapel St. Leonards

Boston – Fenside ward




	Northamptonshire 
Corby 
Northampton 
Wellingborough 

Kettering 




	Nottinghamshire

Nottingham City (focussing on Aspley (including the Broxtowe Estate), Bilborough, Bulwell, St Ann’s, Mapperley, The Meadows, Radford, Bestwood and Sneinton)
Ashfield – Sutton-in-Ashfield and Kirkby-in-Ashfield

Bassetlaw – Worksop and Carlton-in-Lindrick
Newark – Devon and Boughton wards

Mansfield 



	Annex 3


	Eligible Expenditure


You will be asked to give a breakdown of your expected expenditure under three different headings; Staff Costs (these costs relate to own organisation’s staff and any other people you employ to deliver your project), Participant Costs (these costs are costs incurred by the project on behalf of the people you are supporting) and Other Costs (any other project running cost not included in the above, such as premises and utility costs).  
The ESF eligible costs which can be included under the three expenditure headings are as follows:

Staff Costs:

	Project Co-ordinator

Project Manager

Office Manager

Outreach Staff

Administrative Staff

Book-keeping

Counselling and Guidance


	Staff Recruitment

Staff Training

Staff Travel

Trainer

Tutor

Work Experience Co-ordinator




Staff costs can include employer’s national insurance and superannuation costs.  The application must account for any expected increases in grade or pay scale for the staff involved.  Staff costs may include those costs covered in a person’s contract of employment that are taxable incentives linked to pay and pension contributions.
Participant Costs:

	Childcare

Subsistence

Exam Fees
	Training Allowances

Travel Costs

Participant Equipment and Clothing


Other Costs:

	Advertising and Promotion

Cleaning

Consultancy

Copier Rental

Equipment (small items up to £1,000)

Depreciation of Owned Equipment

Insurance

Operating Equipment Leases
	Postage
Professional Fees and Costs

Rent

Room Hire

Service Charges

Stationery and Office Supplies

Telephones/internet
Utilities


Ineligible Costs

	· Any expenditure made before the agreed project start date (as stated in your grant agreement)

· Loan and current account interest or any financial charge

· Consultancy fees for the completion of the application form

· Staff time spent completing the application form

· Purchase of equipment over £1,000 limit

· Purchase of buildings

· Cost of finance leases

· Expenditure not related to the project

· Expenditure not supported by appropriate accounting documents
· Any statutory training that employers must provide under Health and Safety legislation


Please note that there is a distinction between direct and indirect project costs.

Direct Costs

These are costs that can be directly related to the project activity e.g. salaries of staff working on the project, participant childcare costs and other costs such as stationery and postage.

Indirect Costs

Indirect costs are shared organisational costs and so can not be connected directly to project activity, and are therefore difficult to attribute to the project e.g. telephone costs, gas, electricity and water.
Indirect costs can only be claimed if calculated using an apportionment methodology which is both fair and equitable, and is based on something actual (such as staff hours) and backed up by a full audit trail.
If your application is successful you will need to provide a copy of both the apportionment methodology and the actual evidence to support it.

If you have any questions about how to calculate your indirect costs, please contact the ESF Community Learning and Skills Grants Regional Co-ordinator.
	Annex 4


	Contact Details


Enable

Voluntary Action Centre

7 Mansfield Road

Nottingham

NG1 3FB
Web-site address: www.enable.uk.net
Enable – Regional Co-ordinator (first point of contact for all Counties))
	Contact Name
	Melanie Phythian

	Telephone
	0115 9349505 

	E-mail
	melaniep@enable.uk.net  

	Working Pattern
	Monday, Tuesday, Wednesday and Friday 8.30am to 2.30pm 


Enable – Nottinghamshire Development Worker (Nottinghamshire applicants only – pre-application support and advice)
	Contact Name
	Andrew Price

	Telephone
	0115 9349519 or 07964 368674

	E-mail
	andrew@enable.uk.net  


Enable – Northamptonshire and Leicestershire Development Worker (Northamptonshire/Leicestershire applicants only – pre-application support and advice)
	Contact Name
	Alexis Rich

	Telephone
	01933 275924 or  07891 826994

	E-mail
	alexis@enable.uk.net  


Enable – Lincolnshire Development Worker (Lincolnshire applicants only – pre-application support and advice)
	Contact Name
	Simon Wesley

	Telephone
	07964 380 554

	E-mail
	simonw@enable.uk.net


	Annex 5


	Gender Equality, Equal Opportunities and Sustainable Development


All groups applying for European Social Fund are required to consider what are referred to in the ESF Programme as “cross-cutting issues” when developing their projects. These “cross-cutting issues” are:

· Gender Equality and Equal Opportunities

· Sustainable Development

Gender Equality and Equal Opportunities focuses on securing equality for groups and seeks to alleviate the disadvantages that they experience. An ESF Community Learning and Skills Grants project can address such imbalances by ensuring that activity is opened up to the wider community and those groups who have traditionally been under represented.  Commitment to equal opportunities should be demonstrated in all aspects of project development and delivery. You need to consider the practical ways your project can raise awareness of and implement gender equality and equal opportunities with participants and project staff.  You need to consider issues such as; 

· Why the activity is appropriate and relevant to your participants.
· How it will assist them to progress towards the labour market.
· The processes your group already has in place for ensuring equality of opportunity.

· How you will consider the needs of your participants.
· How you will consider the training needs of your staff.
· Actions that you will take to ensure equality of opportunity (see examples below)

	Example Actions to Ensure Equality of Opportunity


· How will project information be disseminated to ensure disadvantaged groups are aware of the opportunities available?
· Where public transport is inaccessible or infrequent, how will this be addressed?

· Are there parking concessions available for people with disabilities?

· Are project activities co-ordinated with public transport timetables?

· Can people with disabilities gain access to the project venue?

· Does the project venue have an accessible toilet for people with mobility difficulties?

· Will project activities take place at times that do not exclude people with child or other caring responsibilities.

· Will there be any arrangements put in place to enable people with disabilities to participate in the project (e.g. people with visual or hearing difficulties)?
· What procedures will be put in place to ensure that staff can deal with any complaints of discrimination, bullying or harassment that may be made?
· Will specific checks be untaken to identify any special needs for individual participants?
· Are you working to ensure that your group has equal representation between men and women built into your management structures?
· What support will be given to participants with child or other caring responsibilities?
· What steps will be taken to ensure your project is not just reinforcing traditional stereotypes?
· Will training on avoiding gender, racial and other bias be given to any counsellors?
· Will you ensure that activities are not organised during the religious or cultural festivals/events of different groups?
· Will you take care when producing any literature or materials to ensure it is in an accessible format?
· Does the project venue provide for the personal safety of your participants? 
Sustainable Development is a process that seeks to ensure a better quality of life for everyone, now and for generations to come.  It does this by integrating social, environmental and economic considerations equally into every decision and action. 
· The social element is related to addressing social exclusion, widening participation and removing barriers to work. 
· The environmental element deals with environmental management in areas such as energy, water, waste and recycling: along with environmental protection and enhancement.  
· The economic element includes addressing skills requirements and providing training to increase employability.  
Under the ESF Community Learning and Skills Grants programme providers will be delivering projects that support the programme’s strategic priorities of jobs and skills. They will inherently be supporting two key elements of sustainable development, the social and economic elements: (i) by helping individuals overcome barriers in the labour market; and (ii) by working towards increasing the supply and quality of workers in the labour market. 

The strand, which we know from past experience, is likely to need most development and support is the environmental strand. We want all projects to consider how they deliver their services in terms of trying to reduce negative impacts and increase positive impacts on the environment.
As part of the delivery of an ESF Community Grant funded project, we would like organisations to adopt one additional environmental measure and organisations will be asked to detail this within their End of Grant Report.
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	Applicant Organisations Supported by Larger Organisations


ESF Community Learning and Skills Grants aim not just to assist those individuals at the greatest distance from the labour market, but also to assist those small third sector groups, in and of the community, who aim to support these individuals, but who do not have the capacity to access mainstream funding to facilitate this.

Where an eligible organisation will receive support submitting an application and delivering an ESF Community Learning and Skills Grants funded project, from an organisation ineligible to apply in its own right, certain conditions must apply to ensure that the spirit and purpose of the funding stream is not distorted by there being an insufficient level of separation between the two organisations:
1. At least one individual who is either a paid employee or a volunteer for the applicant organisation must be directly involved in the project management, administration or delivery (to ensure the applicant organisation gains some experience from the process).  However, this person must not just be an employee/volunteer for the duration of the project, but must have a demonstrably longer association with the applicant organisation.

2. The larger organisation must provide either some staff time on a voluntary basis to the project or meet a project cost (e.g. provide a training room at no charge to the applicant organisation or produce their project publicity materials at no charge.)  We are not expecting the larger organisation to commit significant resources to the project, just to demonstrate a commitment to directly supporting delivery in a manner that is not a financial benefit to them.  This contribution must be relevant and appropriately evidenced.

No more than 50% of the grant should flow to the larger organisation Where a larger proportion of the grant is paid out by the applicant organisation directly to the ineligible organisation, there is a risk of the application appearing as if it were just a mechanism to enable the supporting organisation to access this funding stream. 

3. The programme aims to achieve a “bottom-up” approach to meeting participants’ needs. Projects effectively being delivered by larger organisations are at risk of appearing “top-down”, and even where they might clearly meet the needs of the participants, they do not address the additional need to build the capacity of the applicant organisation.
4. The larger organisation providing the support must also be a not-for-profit organisation.
Even when these conditions are met, if the Selection Panels still have concerns about the level of self determination of the applicant organisation they will reserve the right not to recommend the application for support.

Annex 7 
Safeguarding

“Safeguarding is a term used to denote the duties and responsibilities that those providing a health, social or education service have to carry out to protect individuals from harm. Specifically, the DfES (2006) has stated that the objective of safeguarding is to provide a safe environment to learn in and to identify those suffering or likely to suffer significant harm; It is then to take appropriate action to ensure that these individuals are kept safe both at home and in the education setting. 
The Department of Health specifically defines vulnerable adults (see below), and certainly these individuals must be a priority for all education and training providers. It must not be forgotten, however, that any adult could potentially be the victim of abuse. It should be the duty of providers in the learning and skills sector to ensure that they have taken proper steps to safeguard learners. This is why it is important to adopt an inclusive approach to safeguarding vulnerable adults.”
- Safe Practice, Safer Learning - NIACE
Organisations working at grass-roots level and providing support and services within their community may not define themselves as organisations working with vulnerable adults. However, because of the breadth of the definition of this group Enable consider it very important that groups in receipt of a Community Grant have a Safeguarding Policy and Safeguarding Procedures in place, that your staff and volunteers have been suitably training and that your participants are made fully aware of what they can expect from you. 

If you do not currently have Safeguarding Policies and Procedures in place we can support you to achieve this.
Definition of Vulnerable Adults

A vulnerable adult is a person aged 18 or over who is receiving a service of the type listed at paragraph 1 below, and in consequence of a condition of a type listed at paragraph 2 below, has a disability of the type listed in paragraph 3 overleaf:
1. The service are:

· Accommodation and nursing or personal care in a care home

· Personal care or nursing or support to live independently in their own home

· Any service provided by an independent hospital, clinic or medical agency or NHS body
· Social Care services

· Any services provided in an establishment catering for a person with learning difficulties
2. The conditions are:

· A learning or physical disability

· A physical or mental illness, chronic or otherwise, including addiction to alcohol or drugs

· A reduction in physical or mental capacity

3. The disabilities are:

· A dependency upon others in the performance of, or a requirement for assistance in the performance of, basic physical functions
· Severe impairment in the ability to communicate with others

· Impairment in a person’s ability to protect themselves from assault, abuse or neglect
Annex 8 
Enable

Enable is the Voluntary and Community Sector Learning and Skills Consortium. We enable voluntary organisations and community groups to effectively engage in the development and delivery of the local learning, skills and employment agenda.

Enable is the VCS umbrella body and acts as a conduit between member organsiations, funding bodies and local, regional and national bodies involved with learning, skills and employment.

Our aims are:

· To promote and facilitate information sharing, consultation and partnership development regarding learning, skills and employment within the Voluntary and Community Sector (VCS).

· To provide high quality, integrated employment and skills programmes through a consortium of Voluntary and Community Sector providers.

· To promote, stimulate and facilitate informal learning that enriches the lives of individuals and communities.

· To meet the capacity building and continuing professional development needs of Voluntary and Community Sector learning and skills providers.

· To ensure there is effective and sustainable infrastructure support for learning and skills within the Voluntary and Community Sector.

· To meet the Workforce Development needs within the Voluntary and Community Sector.

VCS organisations that support Enable’s aims and term of reference are able to become members
Membership benefits:

· Become part of a forum for influencing local, regional and national policy.

· Priority access to Enable training and capacity building.

· Access to funding and development opportunities.

· Opportunities to network, share good practice and hear latest developments.

· Access to the members’ area of the website.
To find out more visit www.enable.uk.net
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How to Calculate Full-Time Equivalent (FTE) Staffing Levels

The Skills Funding Agency (SFA) have defined a maximum staffing level for groups eligible to apply for an ESF Community Grant (9 full-time equivalent (FTE) members of staff). Evidence to support staffing levels must be provided in and with any grant application; failure to address this eligibility requirement will render an application ineligible.  

Enable do not intend to review staffing levels during delivery; we are only required to make this assessment at application stage.

We will only be looking for evidence to support the number of staff who are on your organisation’s payroll. Self-employed sessional workers or any un-paid volunteers should not be counted as part of this process.
As many members of staff may be working part time and/or seasonal hours, in order to ensure your organisation meets with the eligibility requirement you must calculate their combined full-time equivalent.

See the 3 step calculation below:
Step 1 

Multiply the number of hours per week each employee works by the number of weeks per year each employee works to find the number of hours per year each employee works. For example, an employee working 40 hours a week for the 52 weeks works 2,080 hours. Alternatively, an employee working 20 hours a week for just 12 weeks a year only works 240 hours.

Step 2 

Add the number of hours each of your employees works during the year so you can find the total number of hours worked for the year. For example, if you have three employees working 2,080 hours per year and four working 240 hours per year, the total equals 7,200 hours.

Step 3 

Divide the total number of hours worked by the number of hours for a full-time employee (in this example 2,080), to find the full-time equivalent employees for your organisation. In this example, divide 7,200 by 2,080 to find your organisation employs the equivalent of 3.46 full-time employees.
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