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Application Guidelines 2009/10

PARTNERS: SCOTLAND’S ARTIST RESIDENCY PROGRAMME

	This guidance contains important information about who can apply and how we will assess your application.  It also tells you how long it will take and what happens if we award you a grant.  You should read this and the rest of the information contained in this application pack carefully before filling in the application form for organisations.  The application pack is also available on our website www.scottisharts.org.uk/partners 
Our Help Desk can advise you further if required:

Phone:  0845 603 6000 (local rate)

Typetalk: 18001 0845 603 6000

Fax: 0131 225 9833

E-mail: help.desk@scottisharts.org.uk
The Help Desk is open Monday to Friday from 9am–5pm

· This publication is available in large print.  

· If you need assistance with making your application for reasons of disability, please contact the Help Desk for advice



Scottish Arts Council

12 Manor Pace

Edinburgh

EH3 7DD
PARTNERS: SCOTLAND’S ARTIST RESIDENCY PROGRAMME
Earlier this year, the Scottish Arts Council published details of a large scale evaluation of partners: Scotland’s Artist Residency Programme which was funded by the National Lottery, and ran from 2004 to 2007.  

If you would like information on the evaluation, the summary report can be found here: www.scottisharts.org.uk/1/information/publications/1006305.aspx
	Deadlines
	30 October 2009

	Decision date
	Expected decision date: 15 February 2010

	Funds available
	Approximately £500,000 for the financial year 2009/10

	Level of grants
	£5,000 - £50,000  

	Partnership funding required
	Minimum 20%, of which a minimum of 10% of the total project costs must be in cash, the rest can be cash or in-kind. 


In addition to existing Lottery funds, the partners: Scotland’s Artist Residency Programme has received an additional £500,000 investment over two years from the Creative Scotland Innovation fund to support innovative residencies for artists to work with communities in education, health and the environment.
The partners programme aims to provide opportunities for high quality participation in the arts for hard to reach groups, through artist(s) / arts organisation(s) residencies across Scotland. 

The partners programme aims to provide quality and depth of engagement. The evidence gathered during the evaluation demonstrated that partners has developed a model of support that is particularly well suited to engaging hard to reach groups where more sustained involvement over time helps to build trust and encourage participation. It also offers the opportunity for quality and depth of community engagement.
The partners programme is open to all forms of art and can support individual artists and artistic companies such as a dance or theatre companies.

This information should be read in conjunction with the partners project toolkit available from our website - see Links below
Objectives / Purpose of fund
The purpose of the partners programme is:

· to increase the quality and depth of participation in the arts amongst key target groups that are currently under-represented 
and
· to provide artist(s) / arts organisation(s) with opportunities to develop their practice through high quality funded residency projects
.   
Priority Groups
Following the evaluation of the partners programme and using the Taking Part research (available from our website –see Links below), priority will be given to proposals involving the following groups:
· older people 

· disabled people (particularly those without degrees and those with poor health {physical or mental})
· people without qualifications or with lower level qualifications

· people on low incomes

· people living in deprived areas

· black and Minority Ethnic (BME) groups
Priority Sectors:

We are also interested in proposals which will instigate artistic partnerships with other sectors, particularly:
· Health:  we are particularly interested in: developing mental health and community wellbeing particularly in deprived areas / disadvantaged communities
· Education: we are particularly interested in: the Informal education sector and people who have moved away from learning
· Environment: we are particularly interested in: exploring and improving the sustainability of Scotland’s environment including green spaces, urban landscapes and the natural environment

Applications that involve both the priority groups and priority sectors (shaded area below) and are of the highest artistic quality will be given highest priority:
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Highest Priority

Please note:  Schools are eligible to apply if their residency proposal has the primary focus of working with one or more of the Priority Groups and Sectors.  Project partners must be specified and wider learning communities identified in any application.  Due to anticipated demand, we may limit the number of schools awarded funds. 

Programme details
The partners programme is to support a wide range of organisations to work in partnership with other organisations and agencies to develop a diverse range of high quality artist residencies where the artist(s) / arts organisation(s) work in collaboration with a local community in Scotland.  These residencies can range from 6 months to 2 years, can be multiple residencies and are designed to provide a period of reasonable financial security and time for artists to develop their own work.  To help support artists develop their own work, we would expect that approximately 50% of the residency time should be allocated for this, where it is distinct from the project they are engaged in with the community.

Applications should demonstrate: 
· the nature and extent of the partnership(s) involved.  This should include details of how the partners, and where possible target groups, have been consulted and how the proposal has been developed in consultation with, and is fully endorsed by them.  A letter of support from the partner(s) involved must be submitted with the application material.

· a high quality and inspirational artistic approach

· the potential longer-term benefits involved (legacy)

· how the 50% split of artist(s) / arts organisation(s) time is expected to be managed

Application requirements:

· the project must be developed and delivered in partnership.  For example, this partnership can be an arts organisation that can provide artistic support or a non arts organisation that can provide access to the target groups. 

· we expect fee levels to be from a minimum of £20,000 per annum or pro-rata.  Where accommodation is provided for the artist(s) / arts organisation(s) an agreement could be made for a slightly lower fee level.  Terms and conditions for contracts over six months should include paid holiday, travel and other out of pocket expenses.  

· where appropriate, a working space should be provided for the artist(s) / arts organisation(s), in addition to facilities for the community work

In addition, we expect all proposals to:
· apply equal opportunities principles to all artist(s) / arts organisation(s) recruitment processes and to the running of the project, and we will require an equal opportunities policy statement
· demonstrate that legal obligations have been or will be addressed; e.g. health and safety, and other legal requirements in employment, including meeting the requirements for working with children and vulnerable adults
· consider how the outcomes of the residency can best be promoted to other organisations and the community

Supporting material:
The application should be accompanied by:

· an artist(s) / arts organisation(s) brief or job description and person specification
· a draft of your artist(s) / arts organisation(s) contract, which sets out clearly the roles and responsibilities of the artist(s) and the host organisation; arrangements for line management and support including reconciling any differences which may arise; ownership of work, and remuneration and payment of expenses.  Further information about contracts can be found in the partners project toolkit.
Eligible costs

Budgets must be provided for materials and any equipment that may be needed.  We recommend that you include a contingency sum in the budget for any unforeseen costs. Access to telephone, computer etc. should be available to the artist(s) for project organisation.   See the partners project toolkit for further details. 
Other points to note:

If your application is successful, you will be expected to develop certain evaluation processes and documentation relating to your residency (if you have not already done so).  Our partners project toolkit provides advice, including:

· terminology
· planning
· management
· recruitment and selection
· sample project budget – expenditure and income

· reaching and engaging target groups

· sample artist(s) / arts organisation(s) brief 
· advertising your residency and sources of support, advice and information


· sample artist(s) / arts organisation(s) contract

· monitoring and evaluation
The partners project toolkit is available from our website – see Links below – or from the Help Desk on 0845 603 6000

If you are successful in being awarded a grant, a partners evaluation toolkit will be available on our website and details of this will be provided in your offer letter.  The evaluation toolkit includes details on: 
· monitoring form for participants
· evaluation form for artists (to be submitted to the Scottish Arts Council with End of project monitoring report)

· evaluation form for partner organisations (to be submitted to the Scottish Arts Council with End of project monitoring report)

· summary evaluation form for host organisation (to be submitted to the Scottish Arts Council with End of project monitoring report)
Further information about partners and funded projects is available on the Scottish Arts council website: (www.scottisharts.org.uk/partners)
Links

· partners project toolkit
www.scottisharts.org.uk/partners 
· Taking Part Research:
www.scottisharts.org.uk/1/information/publications/1006111.aspx 

· The Scottish Index of Multiple Deprivation (SIMD) identifies the most deprived areas across Scotland based on indicators relating to income, employment, housing, health, education, skills and training and geographic access to services and telecommunications.  For the SIMD go to: www.scotland.gov.uk/Topics/Statistics/SIMD/ 

For further information about partners please contact our Helpdesk on 0845 603 6000 in the first instance. 
IMPORTANT INFORMATION ABOUT SCOTTISH ARTS COUNCIL GRANTS
	The following pages contain information that applies to all applicants for Scottish Arts Council funding and should be read in conjunction with the specific details of the partners fund given above




1.
INTRODUCTION

1.1 Who we are, our aims and priorities

The Scottish Arts Council is a Non-Departmental Public Body (NDPB) which was established by Royal Charter in 1994 and is also a Lottery distributor.  The organisation serves the people of Scotland by fostering arts of excellence through investment, development, research and advocacy. Our corporate aims are: to support artists to fulfil their creative and business potential; to increase participation in the arts; and to place the arts, culture and creativity at the heart of learning. We invest £60 million each year, including £15 million of National Lottery funding.  For more information visit: www.scottisharts.org.uk
In 2009/10 our priorities are: 

· increasing the scope and quality of our support to artists

· securing the foundation of Scotland’s artistic development

· creating flexibility to support the new and the innovative

· creating opportunities for participation in the arts

· building a culture of co-operation with partners and the arts community

· this also includes our internal priority of making the transition to Creative Scotland

1.2
How we use our funds

Most of our project funding is through what we call ‘open funds’, which are competitive funds to which any organisation which meets the basic eligibility requirements can apply.  We describe all the available open funds for organisations in this document and on our website at www.scottisharts.org.uk/1/funding/apply/organisations/downloadarea.aspx
We also have funds which we use to deliver some of our strategic priorities, either through competitive programmes which only identified groups (such as local authorities) can apply to or through one-off grants to partners with whom we have been working to deliver certain objectives. These are called ‘managed funds’ and application is by invitation only.  

This document is a guide to our open funding opportunities for organisations from 1 April 2009 to 31 March 2010.  It shows the funding priorities within each artform.  It also shows funding priorities relevant to all artforms.

The grants we offer are paid for by the Scottish Government and the National Lottery.  If your application is successful, we will let you know the source of your grant.  However, if you would like to know the source of any of our funding before you apply, please contact our Grants department on 0131 226 6051.
2. 
ABOUT APPLYING FOR GRANTS 

2.1 Who can apply

Only organisations which are formally established and have a commitment to equal opportunities can apply.  In order to demonstrate accountability for public funds, you must be able to provide evidence of both your legal and financial status, and what we need for this is described in detail at 5.4 Supporting Material.
If you are a new organisation, you must be properly constituted before you make an application – we cannot consider applications from organisations who do not have a clear legal status.  

Types of organisations which are eligible

You should primarily be an arts organisation or an organisation which wants funding for arts activity, such as:

· local authorities, registered charities and other non-profit making organisations 

· public sector agencies, if the arts activity is outwith your day-to-day work

· schools (who should apply in the name of their local authority) if the arts activity is clearly outwith the normal curriculum, and there is significant professional artistic input which will result in the production of new work, as well as clear public benefit

· artists’ groups, as long as you already have an appropriate management structure in place, a written constitution, and dedicated banking arrangements

· commercial organisations, but only if you can clearly show that your project will promote the public good and will not be for private or commercial gain.  

· sole traders, as long as you can show that your project will promote the public good and will not be for private or commercial gain.  We will expect you to clearly demonstrate how you will deliver the project, detailing the systems you will put in place to manage public funds and mitigate any likely risks.  

· groups of organisations working together (consortiums)  may apply.  

· joint applicants can also apply, but one of the organisations involved will need to take the lead and have the main responsibility for managing the application and any grant.  The nominated lead organisation must keep this role throughout the project.  Once we have made an award, we cannot change the lead organisation to which the grant has been paid.  You will need to give us a partnership agreement.

· organisations based outside Scotland can apply, as long as the project is for the benefit of audiences and participants in Scotland 

· organisations who receive Foundation Funding from us may be able to apply, but you must consult your lead officer before making an application

2.2
Who cannot apply
· individuals (please see our Individuals: Application Guidelines 2009/10)

· organisations which are not formally constituted as described above

· organisations which do not have a commitment to equal opportunities

2.3
Other requirements

· Partnership funding

We will not normally fund the whole cost of your project: for most funding priorities, at least 10% of the total project cost must be from sources other than the Scottish Arts Council or from your own resources.  

In all cases where partnership funding is required, at least 10% of the total project cost must be in cash.  Any additional partnership funding may be ‘in-kind’.  Your partnership funding does not all have to be in place before you apply, but you must have a clear idea of where it will come from.  

· Project location
The project must take place in Scotland or be for the benefit of audiences and participants in Scotland  
· The project must not have started

We will not normally fund any activity which has already started, or which will have started before we give you a decision on your application.  We will not pay for any goods or services which you order before receiving our official decision and offer letter.    
The project start date is defined as:

· the point at which you begin preparatory work which represents a commitment, financial or otherwise, to carrying out the whole project, as opposed to the dates when any exhibitions, performances or festivals take place.  

· It does not mean you cannot carry out any preliminary thoughts or experimentation necessary to provide a sound basis for your application.  .

This means that

· you must not issue or enter into any binding contracts before this date

· you must not refer to our support in publicity material before you have received our offer letter, and met any conditions that may be included in this

The project start date should, ideally, be at least one month after our decision to allow time for you to receive our formal offer letter (normally issued two to four weeks after we have made our decision) and meet any special conditions (see Section 7:After the decision).  It must not be before the date by which we will let you know a decision, as shown in the table above at 2.5:  When You Can Apply
3.
HOW TO APPLY

Please ensure that you have read and understood these guidelines and can provide all the information and supporting material that we ask for.

Complete the application form and document checklist at the back of the form.
When you have filled in the application form and checked all the documents you need to enclose, please send them to:

Grants Department

Scottish Arts Council

12 Manor Place

Edinburgh EH3 7DD

Important points to note:

· your application must arrive no later than 5pm on the deadline date.  We are happy to receive applications up to four weeks before the deadline, but cannot accept late applications.
· please note that we cannot accept applications that arrive late as a result of postal delays, including applications that are not delivered because of underpaid postage
· if you do not give us all the information we ask for, including all supporting material, we will not be able to process your application and we will reject it.  We will not normally contact you to ask for missing information or documents, and we will not accept an amended application after the deadline date has passed.

· please make sure that you address your application to the Grants department as addressing it to any other department will delay it

· please do not fax or e-mail your application form, as we cannot accept it in this form

· please present your application in the simplest format possible (stapled or clipped), to make photocopying easier

· please make sure that you keep copies of the application form and all supporting documents for your own files as we will not be able to give you copies of material you send us

· if you deliberately give any false or misleading information, we will withdraw your application or, if we have already awarded a grant, ask you to pay back any money we have given you.  This may also affect any future applications you may make.

4.
HOW WE WILL ASSESS YOUR APPLICATION

4.1
Criteria for assessment and decision-making

We want to support organisations that help us to meet our funding priorities.  As a result we will assess your application based on how well your proposal meets the funding priority you apply to.  
We will also judge how well your proposal meets our core criteria for assessment.  These are: 

· artistic quality 

· public benefit and demand

· how well the project will be managed and delivered

· financial strength and value for money.

It is very important that you think carefully about how your proposal meets these criteria, and show this in your application.  

4.2
Other points to note

You should note that the amount of money available is limited and demand for funds is extremely high.  This means that it is not usually possible for us to fund all applications which meet our criteria.

A decision on your application will be made by our officers with the assistance of external specialist advisors where appropriate.  Please do not try to influence the decision by lobbying officers directly or indirectly.  If you do, we may reject your application.

We aim to spread our funds as widely as possible, and will take account of any support you have previously received from us as part of our assessment.

If you currently have a grant from us or have had a grant in the past, we may use some of the information we collected while monitoring your other project/s when assessing your application.  If we have any concerns about activity that we have previously funded, this may affect your current or future applications.

If you are applying to run more than one project at a time, we will consider your ability to finance and manage this.

5.
WRITING YOUR APPLICATION

5.1 General information

· You must answer all the questions in the application form, using the guidance below and in Section 9: What You Can Apply For.  The amount of information you need to include in your application will depend on the amount of money you are asking for.  The larger the grant applied for, and the more complex your project, the more detail we will expect.  If you do not think that a question is relevant to your application, you should answer ‘not applicable’. 

· You must provide all of the supporting information that we ask for, as shown in Section 6 of the application form, Supporting Documents and Materials Checklist.
If you have not answered all of the questions or enclosed all required supporting material with your application, we will treat it as incomplete and will reject it.  We will not normally contact you to ask for missing information or documents, and we will not accept an amended application after the deadline date has passed.

5.2 Information and support

· If you are applying for the first time and not sure how to go ahead with your application, or if you would like to discuss your proposal with someone before preparing your application, please contact our Help Desk and they will be able to advise you or put you in touch with a relevant artform officer. 

· If you have any questions about your eligibility or the application process, please contact the Help Desk

5.3
Guidance on answering the questions

We will make decisions based on the information you give us in your application form, so it is in your interest to make sure that your application does justice to your proposal.  The questions in the application form ask for detailed information about your project, and this section aims to provide additional guidance about what we are looking for at specific questions.  

Question 26: equal opportunities
We aim for maximum access for everyone.  This means trying to remove all barriers which may prevent members of the community becoming involved.  Barriers may be physical or may exist in the way an organisation and its activities are run.

In most cases we will expect you to have put a formal equal opportunities policy into practice which describes how you will follow equal opportunities principles throughout your project.  

It should set out how you plan to provide equal access to: 

· employment opportunities

· participation in all your activities

· publicity and marketing formats

· decision-making processes

· all members of your audience

· work from different cultures

You also need to show that you have thought about how people with disabilities of all kinds, including mobility, sight, hearing and learning difficulties, will be able to gain access to your project.  This includes making sure that all venues you use for activities are fully accessible to disabled people.

If you do not have a formal equal opportunities policy we ask that you describe your approach to equal opportunities in detail within your application.

You must also ensure that your activities follow relevant legislation.  Further information can be obtained from the Commission for Equality and Human Rights (CEHR) website at www.cehr.org.uk.


Question 30: your project budget
· In most cases, the budget section of the application form (Section 4) will give us all the information we need.  However, if your proposed project is complex, please provide a detailed budget breakdown on a separate sheet.  For example, if several projects are involved in your proposal, please provide separate project budgets for each part, as well as providing an overall total budget.

· If you are applying for funding towards the arts part of a wider project, please show this clearly in your budget information.

· Please also give us details of how you arrived at your figures.  For example, if you give us a summary figure for artist fees, please tell us the number of days or hours and the fee rate used to work this out.  We are committed to seeing people paid at appropriate levels.  We encourage you to consider experience, track record and the nature of the project when setting your rates of pay.  If there are agreed minimum rates set by, for example, Equity or the Independent Theatre Council (ITC), we will not accept applications that propose to pay less.  

· If you need money for capital items such as equipment, your figures should be based on quotations from suppliers.  

· If you are registered for VAT but cannot reclaim all of it, you should include the VAT you cannot claim in your budget and explain how you have worked out the amount.

· Cost your project realistically.  You should include a suitable amount for contingencies (unexpected or unknown costs).  Once we have awarded you a grant, we cannot increase it.  If your proposal is for a project lasting more than one year, you should allow for inflation over the period of the project if appropriate.

Question 31: your project income (also referred to as partnership funding)
Please make sure that you show any in-kind contributions in both your budget and your project income. 

The following gives guidance on what income can be used as partnership funding, and gives examples of what counts as cash and in kind 

Cash contributions might include, for example: 

· earned income from your activity, for example ticket sales, book sales and fees charged

· funding from public organisations such as local authorities and local enterprise companies

· grants from trusts and foundations

· a contribution from your organisation

· you may be able to include money from other National Lottery distributors but this is very rare because each distributor funds different types of activity.  In such cases, the total grants you may apply for from one or more distributors may not exceed 75% of the total cost of the project.  Please contact the Help Desk if you need further information on this.
Cash contributions may not include:

· money from other Scottish Arts Council grants, including Foundation and Flexible funding – organisations who receive Foundation or Flexible funding must be able to show that none of this will be allocated to this project

· grants from Awards for All: the Scottish Arts Council provides the funds for these grants, and this would represent ‘double funding’ from ourselves   
In-kind contributions might include:

· voluntary labour (but any time or services ‘donated’ should be additional and not part of the person‘s normal job)

· donated equipment

· services donated from other companies or organisations

· use of premises or office space for the project

· carer support for people with disabilities
In-kind contributions may not include:

· the time or services of any employee whose post is funded by us (for example Cultural Co-ordinators in Schools) or for whom the funded activity would be within the usual scope of their job  

· spending which forms part of the core costs of your organisation

· the value of discounts on equipment

Question 32: calculating in kind contributions 

Please tell us how you have worked out the value of in-kind contributions, and make sure that your calculation of these costs is realistic. 

You can get more information about in-kind contributions from our website at www.scottisharts.org.uk/1/information/publications/1006149.aspx `or from the Help Desk.

Question 35: continuation of your project
If you intend your project to continue beyond the period of funding, you should tell us how you will finance it.  There should be no expectation that the Scottish Arts Council will fund ongoing costs.

5.4
Supporting material

5.4.1
Material required for all applications

A range of supporting material is needed for all applications to confirm your eligibility to apply for our grants, and we will reject your application if it is not provided.  What you provide may vary depending on your circumstances and the following explains what we are looking for.  

Legal status:

Most applicants are required to provide evidence of their legal status with their application form, especially if you are applying for the first time.  Exceptions to this are:   

· local authorities, government agencies and statutory bodies, and organisations which currently receive Foundation or Flexible funding from us

· organisations who have previously sent a constitution, unless there have been significant changes to it since the last time you provided this

The type of evidence you provide will depend on the type of organisation you are, but should clearly describe how your organisation is structured and managed, including how it deals with financial matters.  It should be appropriately authenticated with signatures and dates.  Common examples are constitutions or Memorandum and Articles of Association. Our Help Desk can provide you with further information on constitutions – please ask for our Short Guide to Constitutions
There are some applicants for whom the requirements may be slightly different, and these are explained below:

· sole traders - if you do not have a formal governing document, we will require appropriate documentation to demonstrate that your business is appropriately set up and registered as a separate legal entity.  This may vary from person to person, but as a minimum we would require evidence that you are registered with HM Revenue and Customs and that you have a dedicated bank account for your business
· consortiums - if you apply as a consortium, you will need to provide us with a formal consortium agreement which clearly sets out the aims and objectives of the consortium, its membership and how the consortium will manage all aspects of its affairs. You will also need to show that there is a dedicated bank account for the consortium
· joint applicants - you will need to provide us with a partnership agreement showing that there is a dedicated bank account for the partnership

Financial status

You must provide evidence of your financial status with your application.  We normally expect this to be your most recent audited or certified accounts, but this may take different forms depending on the type of organisation you are and what you are required to provide for Companies House or the Charities Regulators

· if you do not have audited or certified accounts, you will need to tell us why and provide other evidence of your financial status and that suitable business banking arrangements are in place

· whether you have applied for funding in the past, or intend making more than one application, you must provide your accounts or evidence of your financial status with each application, unless you receive Foundation or Flexible funding from us

Working with children and young people  

If the project for which you are seeking funding involves working with children and young people, we expect good practice and legislation to be followed.  We are committed to safeguarding the welfare of children and vulnerable adults so we ask you to provide a copy of your Child Protection Policy as part of your application to demonstrate that good practice will be followed in the management of your project.
You can find further information about child protection guidelines for the arts in the booklet Creating Safety: child protection guidelines for the arts which is available on our website www.scottisharts.org.uk/1/information/publications/1000293.aspx.  More information and advice is available from the Children in Scotland website www.childreninscotland.org.uk 

5.4.2

Material specific to the fund you are applying to

In addition to the above, many of our funds require extra supporting material, some of which is essential to enable us to assess your application, while other material is helpful in demonstrating the strength of your project.  We tell you what should be sent with your application and we show in the checklist at the back of the application form which of this material is essential and which is helpful.   

We will accept your application if you do not provide all of the information marked as ‘helpful’, but we will reject it if you do not provide the material marked as ‘essential’.
We cannot accept responsibility for damage to or loss of material sent in with applications, although we will take all possible care.  Please make sure that all material is clearly labelled with your name and the title of the work, well packed and, if valuable, insured.  Please do not send original work.
6.
WHAT HAPPENS TO YOUR APPLICATION 
6.1
A Grants Co-ordinator will check that your application is eligible and that it is complete.  If not we will reject it and return it to you with a letter to say why.  We will not normally contact you to ask for missing information.

6.2
If we are happy that we can go ahead with your application, we will send you written acknowledgement within 10 working days from the date of receiving it (please allow for public holidays).  The letter will include a reference number which you must quote if you need to contact us about your application. 

Please note:  due to the volume of applications we receive, we will not normally be able to respond to phone enquiries about whether we have received your form in the days immediately after a deadline.  However, you should contact us if you have not received an acknowledgement letter from us by two weeks after the deadline date.

6.3
We will pass your application form to a lead officer who will assess your proposal against the criteria described at section 4.1.  Where appropriate, the lead officer will co-ordinate advice from colleagues, any relevant agencies and specialist advisors.  

We will assess your application based on how your proposal addresses the funding priority you are applying to.  The lead officer may contact you, but this will be to clarify small points only, and we will reject any application that we think does not have enough detail to allow us to carry out an assessment.

6.4
Our officers will make a decision on your application with the assistance of external specialist advisors where appropriate.  

7.
AFTER THE DECISION

7.1
If you are unsuccessful

If your application is not successful we will write to you and explain why.  We will also tell you who to contact if you need any more information about the decision.

You may be able to re-apply for the same project, depending on the reason your application was refused, and whether or not there are more deadline dates.  Any re-application must clearly address the issues raised in our refusal of your previous application, but please note that there is no guarantee that your application will be successful the second time.

7.2
If you are successful

If you are successful, we will let you know, either by letter or e-mail, or sometimes by phone.  We will tell you if there are any special conditions attached to the award.  

Two to four weeks after we let you know the decision, we will send you a formal offer letter, which will include: 

· details of any special conditions

· a schedule of payments 

· our standard grant conditions

· information explaining what you must do to claim your grant and monitor your project

Once we have awarded a grant we cannot give any more funding for the project.

7.3
Monitoring your grant

We need to monitor your grant so that we can account for how you have used our funds.  To do this, we will ask you to send us monitoring reports, which will be linked to payment of grant instalments.  We will include information with our offer letter about what these reports should include and how often they should be sent to us.  We will also give you standard forms to use for writing your reports, and these are also available to download from our website at www.scottisharts.org.uk/1/funding.aspx
7.4
Payment of your grant

You will normally receive payment of the grant in stages which we will agree with you (see 7.3 Monitoring your grant).  In most cases, we will hold back a percentage of the award until the project is complete and we have received a final report.  We will give details in our offer letter.

7.5 Complying with Conditions of Grant

You must keep to the grant conditions shown in both our offer letter and any accompanying documents.  In particular: 

· You must not make changes to your project without our advance written permission. 

· You must carry out your project in line with the timescales given in your application, and within the time limits shown in our offer letter.  It is very important that you let us know about any delay or difficulties in keeping to the conditions so that we can give advice and help as necessary.

· If the payment schedule is not suitable in any way, we will be happy to change it according to the needs of your project.  However, once the payment schedule is agreed, it is important that you keep to it to make sure that we receive monitoring reports and release your payments at the appropriate times.  

· If there are any delays either in carrying out your project or in getting your reports to us, you must let the Grants department know as soon as possible.  If you do not, we will withdraw your grant, and this can affect other grants that you have from us, as well as any applications you may make in the future.  

· You will have to acknowledge our funding in all your publicity and you can download a Credit Kit explaining how you can do this from our website at www.scottisharts.org.uk/1/professional/prandmarketing/creditkit.aspx.  If you do not credit us it will affect your grant.

7.6
Evaluation

We may ask you to take part in an evaluation study or carry out an assessment of the project after it has finished.

We may also ask our staff or specialist advisors to attend and evaluate performances, exhibitions, and so on.  We will give you a copy of their evaluation, and you will have the opportunity to comment on it  

8
ADDITIONAL IMPORTANT INFORMATION

 

8.1
How we work

As a public body, the Scottish Arts Council has a duty to act impartially and with objectivity.  We seek to exercise this function in a fair and even-handed manner that ensures we remain transparent and accountable at all times. We aim to be efficient, polite and supportive in everything we do. We seek to improve the service we offer, so our guidelines and application forms may change over time.  We are committed to making the best use of resources available to us by making sure we provide high standards of quality and customer care.

We constantly aim to improve our services and welcome your comments and suggestions.  If you are unhappy with any part of your contact with us please let us know. You can phone or write to us at the usual address or email quality.service@scottisharts.org.uk and we will do our best to resolve your concerns as quickly as possible. However, if you are still not satisfied, you can get our complaints procedure from any member of staff, our Help Desk, or from the website at www.scottisharts.org.uk/1/contactus/complaints.aspx
 8.2
Appeals 

If you are not satisfied with the way we have handled your funding application you can write or phone us to tell us why you are unhappy.  We will discuss your concerns with you and treat all comments you make very seriously.  If you are still not happy you have the right to appeal formally against how we have reached a funding decision.  You must make your appeal using our appeals form and send it to the Chair of the Appeals Committee within 28 days of the decision which you are appealing against.  You can get more information about our Appeals Procedure from our website at www.scottisharts.org.uk/1/information/publications/1000349.aspx
8.3
Publicity

You will find full listings of all the grants we award on our website at www.scottisharts.org.uk/1/funding/pastgrantsawarded.aspx
8.4
Openness and accountability

For the purposes of the Freedom of Information (Scotland) Act 2002 (FOISA) we are a Scottish public authority and any information we hold (which could include your application) could be seen by anyone making a request under the Freedom of Information Act.  
 

We will hold information you supply in manual files.  We will then summarise it and transfer the details to a computer-based grants management system.  We are likely to hold reports from the information you supply within your application and from comments made on your application by external assessors and staff members are likely to be held on both manual and computer-based systems.  We will make the information you supply available to those assessing any other grant applications you make.
Occasionally, we will use the information contained in your application for the purposes of research and evaluation, and this may be done by people who are not staff of the Scottish Arts Council.

Sometimes we may hold meetings to consider large scale grant applications where members of the public and media might be present.  We could discuss your application, supporting material and reports written by our officers and independent assessors could be discussed at this open meeting.

 

By submitting your application you waive any right to raise any type of legal proceedings against us as a result of us releasing the contents of your application in response to an information request made under FOISA.
            

Information that we may release
If your application is successful we will release the following information from your funding application if we receive a FOI request:

 

· your name

· the amount of funding requested 

· your 25 word project description 

 

If more detailed information is requested, we will consider this request under FOISA and follow the Act’s exemptions and the public interest test appropriately.

 

If we need to release more detail from your funding application we will contact you and let you know about this, although this may not always be possible.  We will only release information on applications that are successful.  We do not release information on unsuccessful applications 

 

For more information on the FOISA please see the Scottish Information Commissioners website at www.itspublicknowledge.co.uk or read the FOISA guidance on our website at www.scottisharts.org.uk/1/information/freedomofinformation.aspx.

.

8.5

Data protection

We use data held on our grants management system for the following purposes 

· to report statistics 

· to assess applications 

· for accounting purposes 

· for contacting you

The details of your application may become public information (see Openness and Accountability above).  However, your personal details will be held within our grants management system and our paper files, and only our staff, appointed auditors and individuals or organisations who may help us assess or monitor grants will have access to them.

 

You have a right under the Data Protection Act 1998 to see the information we hold on you.  You can do so by completing a Subject Access Request form available on our website at www.scottisharts.org.uk/1/information/dataprotection.aspx.  By signing your application form you are agreeing that we can use your information as shown above.

 

For more information on the Data Protection Act 1998 see www.informationcommissioner.gov.uk
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