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Scottish Arts Council




Information and Guidelines for Flexible Funding 2009-2011

Please read this information and the Quality Framework document attached before you complete the Application Form.

Part 1: Information

1. Flexible Funding: the background

The Scottish Arts Council aims are:

· to support artists and arts organisations in Scotland to fulfill their creative and business potential

· to increase participation in the arts

· to place the arts, culture and creativity at the heart of learning

And our Corporate Plan for 2007-2009 states our intention to:

“……….. create an environment where the new and innovative can flourish …………  We will also develop a process which allows us to renew policy and decisions, linked in to funding cycles, so that we can respond to new ideas and directions more easily… to encourage growth and development within the arts.”

2. Flexible Funding: the purpose

Flexible funding is designed to allow for: 

· funding for the development and presentation of programmes of activity that are artistically driven

· funding for the development and presentation of programmes that aim to maximise audience attendance

· funding for arts organisations which have a strategic role in the development of a key policy area or serve a particular community of interest

There is one global budget for all applications for flexible funding.  The amount of money available is limited and demand for funds is extremely high, so it is unlikely that we will be able to fund all applications which may be eligible and meet the criteria.   
3. Flexible Funding: who can apply?

Organisations wishing to apply must be based in Scotland and be led by arts professionals who are recognised as leaders in the arts sector.  They must have a substantial record of achievement and be able to demonstrate that they have enriched arts practice in Scotland.  They must be able to demonstrate that two-year funding will enhance their ability to continue to develop and fulfil this role in the future.  It is also expected that organisations should engage with the broader community and demonstrate a process for engaging audiences in their work. 

To be eligible, organisations must have been awarded at least one grant of a minimum of £15,000, from the Scottish Arts Council during the period 1 April 2005 – 31 October 2007 ie with grant reference numbers starting with either L or G 2006, 2007, 2008 or 2009.  The amount stated must relate to a single grant and cannot be an aggregation of several smaller grants.

4. Flexible Funding: who cannot apply?

· individuals (please see our Individuals: Application Guidelines 2007/08 for details of our project funding for individuals)

· organisations which are not formally constituted as described below

· organisations which do not have a commitment to equal opportunities

· we do not usually make grants to organisations in poor financial health. You must have sufficient assets to meet your current liabilities.  If you are in deficit, there must be evidence that you are managing the deficit so that it is reducing, rather than growing.

5. Flexible Funding: the working relationship

Our new Quality Framework is an important document.  It provides information and guidance to organisations and defines the expectations and requirements which accompany flexible funding.

As part of this relationship we will ask you to submit evidence to demonstrate the quality of your artistic leadership and vision, your engagement with the public and your accountability in governance and financial terms.  Further details are provided within the Quality Framework. 
6. Flexible Funding: the criteria and how we will assess your application

We wish to support organisations that help us to meet our funding criteria.  When we assess your application therefore we will be looking for the following:

· excellent artistic vision and leadership, demonstrated in your activity or your role in relation to supporting artists and art organisations to fulfil their creative and business potential;
· a commitment to continually improving your engagement with the public in your programming, education and marketing, or in your role in supporting artists and arts organisations to do this;
· good practice in the governance and management of your organisation, including your financial management;

· the practical implementation of your equal opportunities policy and your plans for widening access to ensure inclusion in all your services, employment and artistic programme;
· sources of income from other partners to support your programme as we will not fund the whole cost: at least 25% of the total cost must be from sources other than the Scottish Arts Council, or from your own resources and at least 10% of the total cost must be in cash. 
As a public body with a national remit we will also assess against:

· The overall touring potential, or ‘reach’ in attracting audiences to your venue/work, and the location within Scotland which may be in an area of otherwise limited provision

In addition, some Scottish Arts Council departments have priority areas (listed below) and we invite you to submit your application to the department which you feel best suits your activity or plans.
	Department
	Priority area

	Dance
	· development of choreographic practice, production and touring 

· support and development of Scottish traditional dance 

	Drama/Theatre
	· development of outdoor performance (street arts/site specific)
· development of theatre for children

	Literature
	· enhanced opportunities for writers, publishers, and readership development in national and international contexts

· development of innovative practice to increase access to and promotion of the Scots language

	Music
	· Sector forum (genre) development

· Provision and distribution of high quality live music performance and (associated) education outreach.

	Visual Arts
	· Ability to present and/or support the development of nationally/internationally significant work

· Ability to support artistic and/or curatorial development

	Cross artform activity
	· the development of collaborative working and artistic practice which crosses artform boundaries


Other considerations:

· we encourage you to use industry standard agreements covering terms and conditions of employment, both contracted and freelance, wherever appropriate, (eg: Musicians’ Union, Equity, Bectu, Writers’ Guild, NUJ etc)

· if your programme includes non-arts activities as well as arts related activities we will only offer funding for the arts related activities

· you must try to ensure that any venues you use for your funded activity are fully accessible to disabled people

· if any part the programme for which you are seeking funding involves working with children and young people, we expect good practice and legislation to be followed and therefore ask you to provide a copy of your Child Protection Policy as part of your application.  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.  More information and advice is available from the Children in Scotland website www.childreninscotland.org.uk
.  
In addition to the information given in your application, business plan and in the range of other supporting material that we ask you to provide, the Scottish Arts Council will use the following information, where applicable, to inform the assessment:
· the assessing officers’ direct knowledge of the applicant’s work, and their assessment of the potential of the artistic plans as described by the applicant
· specialist advisors’ direct knowledge of the applicant’s work and their assessment of the potential of the artistic plans as described by the applicant
· Scottish Arts Council evaluations of previous work
· artistic quality of supporting evidence
· notes from any previous formal meeting with Scottish Arts Council Officers
· views of other funding partners, such as local authorities
· We may also use some of the information we collected while monitoring your other project/s when assessing your application.  If we have any unresolved concerns about activity that has been previously funded by us, such as outstanding final reports, this may affect current or future applications. 
7. Timeline and process for application and decision

	19 November 2007
	
	Deadline for receipt of completed application form and all supporting material

	
	Stage 1
	Assessment and recommendation by officers

	
	Stage 2
	Heads of Departments prioritise applications with advice from Specialist Advisors 

	
	Stage 3
	Heads of Department make recommendations to Directors (Acting Chief Executive, Depute Chief Executive, Co-Directors of Arts and Director of Finance)

	
	Stage 4
	Directors make recommendations to Joint Board

	
	Stage 5
	Joint Board make final decisions on funding

	By mid-April 2008
	
	Decision letters sent out to applicants


We will advise you of any significant changes to this timeline.

Part 2: Guidelines

1. Writing your application

General information

· Please make sure that you are using the correct application form by contacting our Help Desk or by checking our website www.scottisharts.org.uk/1/funding.aspx.  

· You must answer all the questions in the application form, using the guidance below.  If you do not think that a question is relevant to your application, you must answer ‘not applicable’.   It is very important that you think carefully about how your proposal meets the criteria, and that you demonstrate this within your application.

· You must provide all of the supporting information that we request under Section 3 on Page 8 of the application form and in the Checklist on Page 11 of this form.
· Please note: if you have not answered all of the questions or enclosed all required supporting material with your application, it will be deemed incomplete and will be rejected.  We will not normally contact you to request missing information/documents, and we will not accept a resubmission of an amended application after the deadline date has passed.

· If you are unsure how to proceed with your application, or if you would like to discuss your proposal with someone before preparing your application, please contact our Help Desk. Please note that discussing your proposal with us beforehand, whether in person, by telephone or in writing, does not guarantee that your application will be successful

How to answer the questions

The following guidance refers to the question numbers in the application form and details the particular information we need in your answers to some of the questions relating to your proposal.  Decisions will be made on the basis of the information you provide in your application form, so it is in your interest to ensure that your application is accurate and does justice to your proposal.  

Q 10 - what type of organisation are you?

You should state the type of organisation that you are, using the guidance given here to ensure that you are eligible to apply, and to check what evidence of your status we may require.

Any type of organisation may apply, provided that they meet the criteria outlined on page 1, can work with our Quality Framework and can provide appropriate evidence to demonstrate good working practice and continuous improvement. This could include for example, arts organisations; local authorities, registered charities and other organisations which cannot distribute profits.
Organisations must be formally constituted and have a commitment to Equal Opportunities, and in order to demonstrate accountability for public funds, will be required to provide evidence of their legal and financial status, usually in the form of a written constitution
 and audited accounts
.  The type of constitution document you have will depend on the type of organisation you are, but should clearly describe how your organisation is structured and managed, including how it will deal with financial matters, and should be appropriately authenticated with signatures and dates.  

In addition, there are certain types of potential applicant who may not describe themselves as ‘organisations’ but who are still eligible to apply, subject to their being able to demonstrate accountability for public funds, as described below.

If you are a sole trader or a partnership, you must be able to show that your programme will promote the public good and will not be for private or commercial gain.  If you do not have a formal governing document as described above we will require you to provide information about the aims and objectives of your business, along with 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.  If your business has been operating for a year or more, we will require audited accounts.  You will be competing for funds with organisations which have strong administrative and management structures in place, so we will expect you to clearly demonstrate how you will deliver the programme, detailing the systems you will put in place to manage public funds and mitigate any likely risks.  

Artists’ groups must be already established with an appropriate management structure in place, a written constitution, and dedicated banking arrangements.
Groups of organisations working together may apply as a consortium.  You must provide 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.  One of the partner organisations must take the lead and be responsible for managing the application and any grant.  The nominated lead organisation must maintain this status throughout the funding period.  Once the award has been made, we are unable to change the lead organisation to which the grant has been paid.

Please note:  if you are a new organisation, you must be properly constituted before you make an application – we are unable to consider applications from organisations whose legal status is not resolved.  If you are formally constituted but do not yet have audited accounts, we will require evidence that suitable business banking arrangements are in place.

Q 14 Business Plan

Your business plan should cover the period of funding 2009 – 2011 and include the following:

· Vision and plans for the organisation 

· Artistic programme outline

· Staffing structure and pay scales of the organisation

· Equal opportunities policy

· Details of the management of the programme and the person/s responsible for this

· Short professional biographies (maximum 200 words) of the key people involved in delivering the programme 

· Detailed budget for 2009/10, detailing all expenditure and income (clearly showing where these are cash or in-kind) and audience/participation targets attached to this plan.  Cost your programme realistically.  
· Outline budget for 2010/11

Your business plan should identify the markets, customers, expenditure and finances required, based on projected revenues and costs over a period of two to five years, including a listing and analysis of risks and uncertainties.  
At least 25% of the total budget must be from sources other than the Scottish Arts Council, or from your own resources, and at least 10% of the total cost must be in cash - any additional partnership funding may be ‘in-kind’.  You cannot use any other Scottish Arts Council grant as partnership funding in your application.  

Cash contributions may include: 

· earned income from your activity, eg ticket sales, book sales, fees charged

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

· grants from trusts and foundations

· a contribution from your organisation

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

· the time or services of any employee whose post is funded by the Scottish Arts Council (eg Cultural Co-ordinators in Schools) or for whom the funded activity would be within the usual scope of their remit  

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

· the value of discounts on equipment

Please ensure that you include your in-kind contributions in both the projected income and expenditure sections of your budget, and that your calculation of the value of these costs is realistic.  For more information, you can ask our Help Desk for our guidance note on in-kind contributions.

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.   
Your budget should include a suitable amount for unexpected or unknown costs (a contingency).  Once we have awarded you a grant, we cannot increase it.  As the funds are for more than one year, you should allow for inflation over the period of funding.
Q 16 summary budget Information

We ask you to provide a detailed budget within your business plan, and to summarise the details of this at question 16 of the application form 
Q 17 – 20 artistic activity and programme

Please refer to the Quality Framework Page 3 for general guidance within this section.

Q 21

Please refer to the Quality Framework Page 3 and 4 for general guidance and tell us how you implement your Equal Opportunities policy.  

Q 22

Please refer to the Quality Framework Page 7 for general guidance.

Q 23

The purpose of this question is to gain information about the geographical spread of work around Scotland.  We know that some organisations have one base, but draw an audience from around Scotland.  Please tell us where your activity will take place and if you have the information, please tell us where your audience comes from.

Q 24

We do not expect all applicants to have programmes that deliver in all areas, therefore please fill in the relevant sections, noting that:

· performances includes own performances, performances on tour, outwith Scotland and by visiting companies, but not education/outreach events

· education/outreach events excludes continuing professional development for artists, but includes school/community/workshops, schools performances, day/evening/weekend classes or talks/lectures.  Count each event once only (ie if you run a workshop lasting 10 weeks, count this as one event)

· support for artists includes residencies/workshops/masterclasses and continuing professional development

2. Supporting material (see Section 3, Page 8 of the application form)
Part A: operational information relating to your organisation

The type of constitution document you have will depend on the type of organisation you are, but should clearly describe how your organisation is structured and managed, including how it will deal with financial matters, and should be appropriately authenticated with signatures and dates.  

Our Help Desk can provide you with information on constitutions – please ask for our Short Guide to Constitutions.

Part B: operational information relating to this application

Refer to guidance for Q14 on Page 6 of this form.
Part C:  artistic activity and programme

Materials which demonstrate your past work/programmes since April 2005 could be some of the following 

· programmes and seasonal brochures (maximum of three)

· still images in the form of digital media, photographs or publications, clearly labelled and accompanied by an itemised list (maximum four per exhibition)
· moving images on Video, DVD, CD or website (maximum ten minutes total)
· recorded music on CD (maximum of 10 CDs) –  we may not have time to listen in detail to more than one CD, so please indicate your preferred material, if sending more than one
· books or publications (maximum of 10)

· Statements/testimonials from participants of previous programmes/activity (maximum of six)

Please do not send us more than the maximum quantity of information, because we have limited capacity to view/listen to materials 

Please ensure that the permission of the copyright owner has been sought before submitting any of their work as evidence for your application and that all material submitted has the necessary copyright permission evidenced where appropriate. 

3. Complete the application form and document checklist at the back of this form
Your completed application, in hard copy, signed by both your chief executive and chair of the board of directors (or equivalent) must be returned to the Grants Department at the Scottish Arts Council at the address below by 5pm on Monday 19 November 2007.

We will also require an electronic copy of the application form saved on CD, along with electronic copies of all support material (in .pdf format) where possible.  If an item is not available in electronic copy, we will accept hard copy.

Please ensure that you retain copies of the application form and all supporting documents for your own files.
Scottish Arts Council

Grants Department

12 Manor Place

Edinburgh

EH3 7DD

4. What happens to your application? 
A Grants Co-ordinator will check that your application is eligible as outlined above and that it is complete.  If your application is not eligible and/or is not complete we will reject your application and return it to you with a letter to say why.  Please note that we will not normally contact you to ask for missing information.

We will send you written acknowledgement that we have received your application within 10 working days from the date of receipt. The acknowledgement letter will include a reference number which we will use on all further correspondence to do with your application.  This reference number must be quoted if you need to contact us further about your application. 

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

Your application will be assigned to a lead officer with expertise in the department you have designated who will assess your proposal against the criteria described above at Flexible Funding: the criteria and how we will assess your application.  Decisions regarding the application will be made in stages, as agreed by the Joint Board, and as illustrated in the table on Page 4 of this form.
Please do not try to influence the decision by lobbying officers, specialist advisors, directors of joint board members either directly or indirectly.  If you do, we may reject your application.

5. After the decision

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 further information about the decision.

If you are successful
If you are successful, we will inform you in writing, and then work with you during the following year to draw up a funding agreement (see table below).
The following table outlines the process that will follow confirmation of an award of flexible funding, and the associated timescales:

	Jan 2009
	We will ask you to submit updated artistic programme, cashflow, management accounts, audited accounts and budget

	Jan-March 2009
	Funding Agreement will be drawn up and agreed with the lead officer

	March 2009
	A formal offer letter will be sent out after completion of the Funding Agreement

	April 2009
	First payment of grant will be made on return of the signed offer letter


Evaluation

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

6. Data Protection and Freedom of Information

Please see Section 4 of the application form for details, noting that we view your signature on your application form as acceptance of the use of your data as outlined.
Information given in your application 

Your application and supporting evidence will form the basis of the information that we hold on your organisation.  
Please note that if you deliberately give any false or misleading information, we will withdraw your application or, if a grant has already been awarded, ask you to pay back any money we have given you.  This will also have implications for any future applications you may submit.

7. How we work

At the Scottish Arts Council we aim to provide a prompt, helpful and high quality service and strive to ensure our operations are fair, open, accountable and effective. Our standards are set out in our Quality Service leaflet. 

 

Your comments and suggestions are important to us. Thanks to your feedback we seek to improve our service so our application process may change over time. 

 

Should you feel unhappy with any aspect of your contact with us please let us know. You can phone or mail us at the usual address or e-mail qualityservice@scottisharts.org.uk and we will do our best to resolve your concerns as quickly as possible. If you are still dissatisfied, however, our complaints procedure is available from any member of staff, the Help Desk and on our website, www.scottisharts.org.uk
 

We are committed to making the best use of resources available to us by ensuring high standards of quality and customer care. We treat our customers with respect and our staff expect the same in return. We do not tolerate violence or verbal abuse.

 

8. Appeals 
If you are dissatisfied with the way we have handled your funding application you can write or telephone 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 remain unhappy you may appeal formally against a funding decision we have made. All formal appeals must be made using our appeals form and sent to the Chair of the Appeals Committee within 28 days of the decision which is being appealed.  You can obtain further information about our Appeals Procedure from our Help Desk and website www.scottisharts.org.uk
9. Application Pack for Flexible funding 2009-11

Checklist

Your application should comprise the following: 

	1. Application form (completed and signed hard copy and electronic copy in .pdf format on CD)
	

	2. CD with electronic copies of all support material (in .pdf format) where possible. If an item is not available in electronic copy, we will accept hard copy. 
	

	3. Business plan to cover the funding period 2009-11
	

	4. Constitution, memorandum and articles of association or other governing articles as appropriate (only if your organisation has changed since your last grant was awarded). 
	

	5. A copy of your most recent audited or certified accounts or other evidence of financial status
	

	6. A copy of your most recent management accounts
	

	7. A copy of your most recent bank statement 
	

	8. A selection of examples of past work/programmes created since April 2005:

· programmes and seasonal brochures (maximum of three in total)

· still images in the form of digital media, photographs or publications, clearly labelled and accompanied by an itemised list (maximum of 12)
· moving images on Video, DVD, CD  or website- maximum 10 minutes total
· recorded music on CD (maximum of 10 CDs) –  we may not have time to listen in detail to more than one CD, so please indicate your preferred material, if sending more than this

· books or publications (maximum of 10)

· Statements/testimonials from participants of programme/activity (maximum of six)
	


All documents must carry the appropriate signatures and dates – drafts or templates will not be accepted

�  If you have previously sent a constitution, you do not need to submit this again unless there have been significant changes to it since you first sent it.  


�  Whether you have applied for funding in the past, or intend making more than one application, you must provide your latest audited accounts.
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