                                                                  [image: image1.png]



For use in England only

Welcome to the Reaching Communities programme.

To help you fill in this application form, please make sure you read the programme guidance notes that came with the outline proposal before completing the application. 

To make the process simpler, some sections of the application form have already been filled in for you. This information has been taken from the outline proposal you first completed when applying for Reaching Communities. It is important you read your outline proposal again to make sure the information is still accurate. Please write clearly in black ink or type.

You can also get this form in Braille, on audiocassette, on disc, or in large print by calling us on 0845 4 10 20 30, or by textphone on 0845 602 1659.

If you are not sure how to answer any questions, call us on 0191 255 1100 or email us at rc@biglotteryfund.org.uk  You do not need to send any extra information unless we ask you to.

Please send this form to the address in Section 4 by 29th December 2006

Application form for Reaching Communities

If you have made any major changes to the project that you described in your outline proposal, this may affect your chances of getting a grant. Major changes include changes to the type of people you will be working with, the size of the project, and the project costs.

              Unique reference number 

Section 1: Organisation details

We have used the details you gave us in your outline proposal to fill in this section of the form. If any of the details in this section have changed, please let us know.

1.1  Organisation name 
If your organisation is also known by another title please put this in brackets. For example “The Baron Neighbourhood Association (known as ‘BNA’)”

	Needham Market Internet Cafe Community Interest Company (CIC)


1.2 Organisation address

	16 High Street

Needham Market

Ipswich

Suffolk

IP6 8AP

	
	

	Phone number(s)
	
	01449720966, 01449727357

	Email (if applicable)
	
	thomas_barker@hotmail.co.uk

	Website
	
	


If your organisation’s registered address has changed tell us the new registered address for the organisation.

	          

	
	

	Phone number(s)
	
	          

	Email (if applicable)
	
	admin@needhaminternetcafe.org          

	Website
	
	http://www.needhaminternetcafe.org          


If your organisation’s registered address has changed, tell us why.


1.3  Main contact details for the project

	Name
	
	Position

	Mr Tom Barker 
	
	Director          


Address for correspondence

	16 High Street

Needham Market

Ipswich

Suffolk

IP6 8AP

	
	

	Phone number(s)
	
	01449727357, 01449720966

	Email (if applicable)
	
	thomas_barker@hotmail.co.uk


If the main contact details for your project have changed, tell us the new contact details for the project.

	Name
	
	Position

	          
	
	          


Address for correspondence

	          

	Phone number one (or textphone)
	
	          

	Phone number two (or textphone)
	
	          

	Email (if applicable)
	
	tom@needhaminternetcafe.org          


1.4  Other Lottery fund grant applications

Please tell us about any applications for lottery funding that your organisation has made (or is intending to make). This should include applications to the New Opportunities Fund and the Community Fund. 

	Unique reference  number
	Project name
	Name of distributor
	Date of application
	Result and date
	Grant amount              (if applicable)

	  N/A        
	  N/A        
	   N/A       
	  N/A        
	  N/A        
	  N/A        

	          
	          
	          
	          
	          
	          

	          
	          
	          
	          
	          
	          

	          
	          
	          
	          
	          
	          


Add more rows if necessary

Section 2: About your project

2.1  Project name
In your outline proposal you gave us the following project name:

	Needham Market Internet Cafe


If your project name has changed tell us what its new name is.  If your application is successful, we will use this name in any press releases we send out about your project.

	 Needham Market Internet Cafe Community Interest Company (CIC)         


2.2  Project summary

In your outline proposal you gave us the following description of your project: 

	This is a project for young people to access ICT facilities. This will support education, training and community cohesion, in addition to reducing barriers associated with rural poverty and isolation


Use this space to update and expand on your original project description and give us any additional information about what you plan to do. For example if you have made any changes to the activities since you sent in your outline proposal please detail them here.

	The project is about young people driving and controlling their ICT needs, and utilising their energy and enthusiasm to encourage wider community participation in ICT.
It will provide a welcoming community space where young people and the wider community of Needham Market and the surrounding area can access Information & Communications Technology (ICT) and other community facilities. 

It will enhance the local availability of ICT. It will also promote ICT as a means of supporting education, training and community cohesion, in addition to reducing barriers associated with rural poverty and isolation. 

The core activities will be based around 'drop-in' Internet access. This will include basic computer/internet training and advice, leisure learning opportunities and a range of facilities to enable printing, scanning, newsletter/website design and gaming. 
Food and drinks will help provide an atmosphere that encourages informal learning. Additional activities will include a community website, independent film nights and 'signposting' services - using the space to point people in the direction of relevant statutory bodies.  



2.3  Project location

In the table below tell us where your project will be delivered (i.e. where the project activities will take place) and its postcode.

In some cases a project will be delivered in more than one place. If so, tell us where and what their postcodes are. Estimate the percentage of the grant that will be used to deliver the project in each location. 

	Location 
	Location postcode
	Percentage per location

If the project is only going to be delivered in one place, write 100%.

	Example

Citizens Advice Bureau, Ipswich
	IP1 3BE
	25%

	Needham Market
	IP6 8xx
	100%

	          
	          
	          

	          
	          
	          

	          
	          
	          

	          
	          
	          


2.4  Project beneficiaries

In your outline proposal, you told us that the following people and organisations would mainly benefit from your project:


	Disadvantaged people living in rural areas

Other young people




If there are changes to your expected project beneficiaries, tell us what people and organisations you now expect to mainly benefit from your project and what their needs are.  You should also use this space if you are now able to give us more information about them.

	The Needham Market Health Check identified and reaffirmed the need for the initiative, in addition to highlighting the increasing difficulty of accessing community ICT facilities in the area. The key disadvantaged beneficiaries of the project will cut across a range of groups including: the elderly, unemployed, disabled, single mothers and people at risk of offending.
It was predominantly the young people of the area who have clearly stated the need during the Health Check and subsequent questionnaires, meetings and working groups. So, in addition to the above, other key beneficiaries include:

· Young people.

· Individuals seeking 'leisure learning' opportunities. 
· Retired people; Disabled users; Children at risk; and parents of school children.
The initiative will also benefit local groups and organisations, including:

· Youth Club - it will help promote greater use of their facilities and activities.

· Crime and Disorder Reduction Partnership (CDRP) - the project will create a supported learning environment for young people and the wider community.

· Local Schools - young people will have an opportunity to further develop their ICT skills; they will have a space to work on group-based homework; the parents of children at school will be encouraged to build their skills so they can get involved with their children's work.  
· Needham Market Neighbourhood Watch - the project will reduce the numbers of young people on the streets and through the provision of a community website will enhance opportunities for immediate communications. 




2.5 Beneficiary numbers

Please tell us the number of people and organisations that you expect to benefit directly from your project.

	Number of direct beneficiaries
	1650          

	Number of organisations benefiting
	15          


	Please tell us how you have calculated this figure:

	Expected Service User numbers, based on following Health Check data:
Average no. of residents = 8800.
51% would welcome 'leisure learning' opportunities = circa 4500
51% of 10 - 19 year olds in favour of cafe - total number not listed although there are 1700 people aged under-16. Assume similar number of 10 - 25 year olds = circa 800
Of potential 5300 users, assume circa 30 per cent participate = 1590 different users
· 5% will become core users = 80 people using the facilities a few times per week
· 30% will be regular users = 475 people using the facilities once per week.
· 35% will be sporadic users = 560 people using the facilities more than once per month.
· 30% will be occasional users = 475 people using the facilities every few months.
The informal nature of the provision means that many more people will actually use and benefit from the facilities than become formal members. Usage statistics will be kept to monitor involvement and participation and ensure that investments are cost effective.
These figures, while estimate's, have been substantiated by questionnaires to the Youth Club, the Middle School and to High School students, in addition to feedback from the 'Making it Happen' and Steering Group meetings. Extrapolating from these results indicates that substantial "informal" usage is likely. 
In addition to the number of users, other direct beneficiaries will include staff and volunteers employed and utilised by the organisation. It is estimated that 3.4 fte staff posts will be created, as well as providing volunteering opportunities for more than 40 people over a 3 year period.       



2.6  Project need

In your outline proposal you told us that the need for the project and how you had identified that need was as follows: 

	The organisation has assessed the needs of the project through research, reports and government policies. A Health Check report has identified an internet cafe as the number one priority as well as increased leisure opportunities and drop in facilities being important for young people. Public meeting and consultations have also supported this need. Local strategies, Audits, central Government reports and Government policy complement the project.




Tell us more about the need for your project, and how you have identified that need. 

Include details of how you have consulted with your beneficiaries and any research or other evidence you have which demonstrates the need. 

	The need has been identified locally, regionally and nationally. 
On a local level, the Needham Market and Surrounding Area Health Check (Jan 2005) sought to identify the needs of the community. The main survey showed that people wanted to access leisure learning opportunities. They also thought there was a need for more activities for young people, especially some kind of 'drop-in' centre. The teenagers of Needham Market themselves identified an Internet cafe as their key need (see attachment 1 for details).
Following publication of the Health Check, further consultation was undertaken with a variety of potential stakeholders (as listed below):
· Town Council - presented with project update and consulted over how best to consult the community. Suggested an open town meeting. 
· Youth Club - A questionnaire was piloted at the Youth Club, feedback meetings and discussion helped refine how we communicate (see attachment 2).
· Young People - the Youth Consultation has been a huge success with interest especially high at the local Middle School (see attachment 3). One outcome is that we have now formed a working group as part of the School Council at Needham Market Middle School. Enthusiasm for the project is further highlighted in attachment 4, where over 50 signatures have been collected by a local youth.
· The local community - through a "Making It Happen" public meeting. This meeting was very positive with some 40 people in attendance from across the age spectrum (see attachment 5 for details).
At the district and county level, secondary research shows that the Local Strategic Partnership's "Caring for the Heart of Suffolk - a Community Strategy for Mid Suffolk" identifies a need to, "develop and promote the ICT infrastructure" and "provide access to the Internet in community locations" (section 2) and "provide training and support programmes to encourage use of the Internet" (section 5). 
In addition to an ICT-specific need, this document identifies a need to "expand the use and effectiveness of community appraisals" - our project feeds directly from our town's own community appraisal, the above mentioned Market Town Health Check (2005) - and "encourage volunteering and self-support in under-represented and excluded groups" as we are trying to do with our consultations, volunteering opportunities and the organisational ethos of self-development.   
On a wider level, the lack of available, casual, access is shown in research undertaken by Suffolk College. Their 'Audit of the E-learning infrastructure of Suffolk' (2004) ends with a recommendation that there is a, "relative paucity of 'drop-in' facilities and there needs to be the development of genuine 'as and when' access."
Nationally, the need for increased access to computers, the Internet, e-mail and other emerging information and communication technologies was first really identified by central government in a report called Closing the Digital Divide (1998), and has been reiterated numerous times since.
The need in rural communities is similar to that in urban areas, but has very specific differences. Most influentially, graduates and knowledge workers - those who commercially support new technologies - tend to leave rural areas, leaving the disadvantaged here with far less "trickle-down" access to communication technologies than their urban counterparts. This has meant that commercial Internet cafes in rural areas have not been successful (as highlighted in the above mentioned report by Suffolk College).

Finally, government policy in relation to young people, as outlined in 'Youth Matters: Next Steps' (2006), sets out to radically reshape provision by empowering young people to have more choice and influence over the activities available to them locally. By engaging young people in services, giving them somewhere to go, something to do and someone to talk to, the Internet Cafe will be a living model of these policy aims.




In your outline proposal, you told us about the agreed priorities that are most important in your area and how your project might complement those priorities. 

	1. People having better chances in life

2. Stronger communities, with more active citizens


If this information has changed, or you wish to expand on the information immediately above, please tell us here.

	The project will contribute towards:
1. People having better chances in life, with better access to training and development to improve their life skills through:

· Enhanced leisure and learning opportunities;

· ICT Skills development opportunities; and

· Above focussed on individual need and learning style.

2. Stronger communities, with more active citizens working together to tackle their problems through:
· Opportunity to provide a focal point for community to learn and/or relax together; 

· Promote reduction in any perceived or actual 'youth nuisance';

· Enable young people to use their skills/enthusiasm for ICT to help and support 'older' members of the community; and
· Volunteering opportunities where people can help others to learn through their own active participation.

As the project becomes part of the community and organisational skills increase, it will also support the following linked priorities:
3. An improved rural environment which communities are better able to access and enjoy; and
4. Healthier and more active people and communities.



Tell us how you have consulted with your beneficiaries and stakeholders, any research you have carried out and any other evidence you have gathered. Tell us about any existing services and how your project will add to them or fill any gaps. 

	As outlined in section 2.6 we have sought to consult widely with our beneficiaries and stakeholders.

Research and Consultation:
· Town Council - consulted over general idea and how best to involve the community.

· Youth Club - A questionnaire was piloted at the Youth Club, feedback meetings and discussion helped refine our focus and how we communicate (see attachment 2).

· Young People - the Youth Consultation has been a huge success with interest especially high at the local Middle School (see attachment 3). One outcome is that we have now formed a working group as part of the School Council at Needham Market Middle School.

· The local community - "Making It Happen" public meeting (attachment 5). 
· The Health Check was completed in partnership with the Suffolk Association of Local Council's (SALC) and Suffolk ACRE. It was the people of the town, in partnership with the Health Check process, who identified the need (see attachment 1).
Needham Market Town Council is supportive of the project, as is Mid Suffolk District Council and Suffolk County Council, so the partnership extends across local, district and county levels.
The organisation itself is a community partnership in a true sense, with governance and direction from a broad range of stakeholders through the Steering Group. These stakeholders include members of the local community, directors of the company, local young people, local Youth Workers, local councillors and Suffolk County Council's Extended Schools Officer.
Existing Services - Gap Analysis: 

It is acknowledged that ICT is now theoretically easier to access than it has ever been before. There are mainstream college courses, there's Learn Direct, and there are a variety of training courses available. However, many of these courses are formal and focus on qualifications. 

This is a community initiative whereby the community of Needham Market - and young people in particular - do not want the formality of college. They want an informal space to learn from each other and become comfortable and competent in the use of ICT. They also want a space where they can interact with others in a physical as well as virtual sense
There is limited provision for casual ICT access, advice, and training in the local area. The existing IT infrastructure of Needham Market consists of the Needham Market Library, which offers limited availability to a very limited number of terminals and doesn't allow for social uses or group learning.

The project will add value to current services within the town and provide a range of opportunities for the community; it will not duplicate existing services; and it meets the needs identified in the Health Check. 

Since drafting the initial application it should be noted that formal ICT learning facilities in the nearest town have diminished after West Suffolk College further reduced their outreach capacity.



2.7  Project outcomes

In your outline proposal, you listed these main proposed outcomes of your project:


	Address the leisure and learning needs of both young people and the wider community

Improve skills, employability and job prospects to unlock the energies of local people and let them determine the extent to which being online improves life in their community

Tackle social exclusion and promote neighbourhood renewal. reduce rural isolation and exclusion. Provide a comprehensive service of access supported learning to develop community consultation and participation, capacity within the community and voluntary sector and ICT skill levels

Provide economic strengthening, promote self-help and lifelong learning, test e-government services, and enhance school-home links. Provide parents with skills and confidence to enable them to get involved and help their children with homework and out of school projects

Demonstrate how individual access to the internet can transform opportunities for people living in a rural area by supporting new ways of accessing education, work, leisure and other services. Enhance local Social Capital by using new technology to strengthen and extend existing social networks


If there are changes to your original proposed outcomes, list the new ones and any amended ones, in the box below. You must only list up to five proposed outcomes. Write them as short bullet points. Your project must still meet at least one of the programme outcomes. These are listed in the programme guidance notes.

	· Increase access to ICT leisure and learning opportunities.    
· Engage young people in developing community well-being through ICT.   
· Create a model of good practice in sustainable community led, community governed initiatives. 
· Create employment, volunteering and training opportunities.        



How will your proposed project outcomes address the need you have identified? 

	Community need:
The project outcomes are a direct response to the needs stated by young people and the wider community of Needham Market. In delivering the stated outcomes their needs will have been met.
District, county and regional need:
As with both the national and regional picture the project outcomes directly underpin the needs of the district as outlined in their Community Strategy and the county as identified in the Local Area Agreement and the Block Boards relating to Children and Young People, Safer and Stronger Communities and Economic Well-being. 
National Need:
At a national level the project outcomes directly underpin national targets for ICT, community development, engaging young people and tackling rural disadvantage. 
Government policy in relation to young people, as outlined in 'Youth Matters: Next Steps' (2006), sets out to radically reshape provision by empowering young people to have more choice and influence over the activities available to them locally. 

Running through Youth Matters is the message that young people should be actively involved in decision-making in their communities, and leading action to change their communities for the better.

By engaging young people in services, giving them somewhere to go, something to do and someone to talk to, the Internet Cafe will be a living model of these policy aims. It also reflects the Government’s view that young people expect greater autonomy and control than in the past.


How will your proposed project outcomes help achieve the outcomes of the programme?

	Outcome 1 - Better Life Chances, training development and life skills

In delivering the outcomes, the project will:
· Increase both access to and capacity of ICT; 

· Provide leisure and learning opportunities;
· Offer informal or formal support for individual development of ICT skills for personal development or to increase employability skills; and
· Enhance opportunities for members of the community to interact, developing social skills and independence.
Outcome 2 -  Stronger Communities, active citizens, working together

In delivering the outcomes, the project will:
· Provide an opportunity for the community to learn, relax and enjoy time together;
· Offer facilities with a positive focus and support for young people;
· Enable young people to demonstrate that they can encourage/support older residents to enjoy using ICT; 
· Provide opportunities for volunteering and/or peer mentoring; and
· Act as a “hub” for other community groups and organisations through the provision of both a physical and virtual meeting place.




Section 3: Achieving your outcomes and delivering your project

3.1  Project delivery

How will your project meet the identified need and bring about your proposed outcomes? 

Tell us why your project is the best way to meet the need and bring about your proposed outcomes. 

	The project will provide the leadership, structure, people and the environment to deliver the outcomes.

Integral to the project is the further development of the steering group - comprising all stakeholders - which will inform and guide the future direction of the project. Support staff will assist users/visitors in meeting their needs and have direct input into the steering group. The support staff will be directly responsible for the development of volunteer and mentoring activities. 
All activities will be guided by policies and procedures which ensure a safe and secure environment for all.

The project will initially utilise spare space/capacity within an underused youth centre. New access into the building – along with refurbishment of the designated area - will allow for the creation of an environment which will offer a warm and welcoming atmosphere where all activities will be carried out.

The ICT requirements have been carefully studied and refined through both the active participation of young people at the Youth Club and Middle School and through the open town meeting and discussion within the Steering Group. 
Gaming options – key to young people – have been chosen by young people and will allow the flexibility required in a rapidly changing market. The broader ICT capability will allow for the development of a broad range of services - from basic access through to supervised learning, including standard printing and disk-writing, cameras, software to enable secure chat, web design and specialised film-making equipment – in line with the constantly evolving needs of users. 
Having considered a range of options for meeting the identified needs - and taking into account concerns of some members of the community; the limited range of venues at present; the support of local groups; and the enthusiasm of young people to drive it forward – this is considered the best way forward. 
This project, as outlined, offers all the key elements to ensure success: local people offering leadership, enthusiasm and the energy to drive it forward; structure to bring all of the elements together in a way that encourages active community participation; the timing is right for the community and young people in the area; the objectives are clear; and finance opportunities exist.




Explain what methods you will use to measure and track whether the outcomes are being achieved and indicate the baseline information. 

Tell us how you will involve beneficiaries throughout the life of the project.


Do you want to continue this project after our grant ends?          Yes
   FORMCHECKBOX 
   
No  FORMCHECKBOX 
   
If ‘Yes’, who will be responsible for raising the funds? Which funders will you approach, and why? When will you start to look for other funds?

If ‘No’, tell us where the people or organisations that will benefit from your project will go for the service or facility, or what will happen to any equipment when the grant ends.

	Who:
A project development team will be created to raise additional income

When:
Opportunities will be appraised during the lifetime of the project. However fundraising activity will intensify from month 24 of the 36 month application.

Income/funds:
A finance strategy will be put in place to look at the funding opportunities that exist - locally, regionally and nationally - on a continual basis. Relationships will be built and maintained with statutory bodies, charities, trusts, local businesses and other diverse income streams to ensure the project can explore the maximum available funding. 
At the county level we will consider links with Children and Young People's together with Safer and Stronger Communities Partnership Boards

Potential may also exist for longer term arrangements for finance or else in kind with the private sector through the provision of local IT-enabled training facilities.
The cafe aspect of the organisation will be explored in depth with a view to expanding income and profit potential. This could provide a sustainable income stream as the organisation becomes established into community life. The Social Enterprise Network Suffolk may also provide potential income streams through trading, i.e. selling goods from other social enterprises in the region. 


3.2 Outcomes table 

This table will help us to understand the significant stages and events of the project. We will use the information in this section to assess whether your project is likely to lead to your proposed outcomes and whether the project is realistic and achievable.  

For each of your proposed project outcomes, define the key stages that you expect to complete.  

Milestones - Please list up to five milestones for each outcome.  These should be short bullet points that state the key activities, tasks, services or changes that will take place at different stages in the project.  Against each milestone, you might want to tell us the percentage or number of people you think will participate in or achieve each milestone.

You may need to put the same milestone under more than one outcome.  

Timescales - Please give a time scale for addressing each milestone.  This should  be a date by which the milestone will be achieved, for example December 2009 or end of project year one. The time scale could also be how often you plan to reach each milestone, for example once every six weeks or twice every summer.

In your outline proposal you listed the main proposed outcomes of your project.  We have pre-filled these into this table.  However if there have been any changes to your original proposed outcomes and you have listed new outcomes in question 2.7, you will need to write them in the table below.

Complete a table for each outcome

	Outcome 1: Address the leisure and learning needs of both young people and the wider community

	New or changed outcome (if applicable): Increase access to ICT leisure and learning opportunities           


	Milestones
	Timescales

	Develop & enhance Steering Group and meet regularly thereafter           
	Quarterly          

	Recruit and train key staff        
	Months 1-3         

	Refurbish premises and install ICT equipment       
	Months 1-3         

	Commence activities       
	Month 3          

	Monitor, evaluate and develop practices       
	Monthly         


	Outcome 2: Improve skills, employability and job prospects to unlock the energies of local people and let them determine the extent to which being online improves life in their community

	New or changed outcome (if applicable): Engage young people in developing community well being through ICT        

	Milestones
	Timescales

	Further develop steering group and meet regularly thereafter         
	Quarterly         

	Recruit and train key staff        
	Months 1-3        

	Establish peer mentoring         
	1 year        

	Young people delivering training and support within the centre         
	18 months         

	Young people supporting wider community as both individuals and groups         
	2 Years

	Develop, manage and support an interactive community website
	24 - 30 months         


	Outcome 3: Tackle social exclusion and promote neighbourhood renewal. reduce rural isolation and exclusion. Provide a comprehensive service of access supported learning to develop community consultation and participation, capacity within the community and voluntary sector and ICT skill levels

	New or changed outcome (if applicable): Create a model of good practice in community led, community governed initiatives. 

	Milestones
	Timescales

	Ensure the steering group represents the key stakeholders         
	 Months 1-6         

	Recruit and train key staff
	 Months 1-6      

	Develop an online forum and feedback space
	 Month 3        

	Monitor, evaluate and develop practices          

	 Monthly        

	Deliver a detailed report for dissemination to prospective and existing community groups.          
	 Months 24-30      


	Outcome 4: Provide economic strengthening, promote self-help and lifelong learning, test e-government services, and enhance school-home links. Provide parents with skills and confidence to enable them to get involved and help their children with homework and out of school projects

	New or changed outcome (if applicable):  Create employment, volunteering and training opportunities                  


	Milestones
	Timescales

	Recruit and train key staff         
	Months 1-6         

	Formalise volunteering opportunities for those who have already expressed an interest
	Months 1-6         

	Recruit volunteers with no existing involvement         
	Month 6        

	Produce Personal Development Plans for all staff and volunteers        
	Months 3-12         

	Support people into volunteering (40+); training/further education (30+); and employment involvement (10+)  
	Month 36        


	Outcome 5: Demonstrate how individual access to the internet can transform opportunities for people living in a rural area by supporting new ways of accessing education, work, leisure and other services. Enhance local Social Capital by using new technology to strengthen and extend existing social networks

	New or changed outcome (if applicable):  N/A         


	Milestones
	Timescales

	          
	          

	          
	          

	          
	          

	          
	          

	          
	          


3.3  Project management

How will you ensure that this project is delivered effectively and is well managed?

Tell us about the relevant skills and knowledge people working on the project will have. 

Also tell us:

· how you will ensure that the people working on the project will have the relevant skills and knowledge

· how they will be managed and supported

· how you will manage the budget for the project

· what other organisations you will work with to help you deliver the project and what role they will have.

	Skills & Knowledge

Staff will be employed according to the person specifications (see attachment 7 for details). Personal Development Plans will be produced to enable staff and volunteers to be part of directing their own skills development. In addition, volunteers will gain skills and become competent through their interaction with both users and support staff.
Management & Support
A manager will be employed with the skills and knowledge to support staff and manage the project. The long-term aim is participatory self-management. One key role of the manager is to create a culture of learning, where staff and volunteers can be fully involved participants, not only in rote and tedious labour, but in decision-making processes. Please see attachment 6 for a detailed explanation of management style, structure and culture.
Budget Management
The budget will be managed in line with the financial management policy and any constraints set out by funding bodies. Please see attachment 8 for a copy of the financial management policy. The manager will be ultimately responsible for budget management, while the organisation will also make the most of the opportunity that budgetary influence offers with regard to involvement and participation; feelings of ownership and control; and confidence and knowledge-building.
Other Organisations
Other organisations will be used predominantly in an advice and guidance capacity. Connexions (Suffolk), Needham Market Youth Club, the Crime and Disorder Reduction Partnership (CDRP), Local Schools, Needham Market Neighbourhood Watch, Supporting Community Adolescence (SCA), and Suffolk County Council Extended Schools will all help us through shared training and networking opportunities.


3.4  Equal opportunities

Tell us how the people or organisations that you are targeting will know that the project exists and will have access to your project and can use the facilities and services provided. 

Tell us also how your project and organisation demonstrate your commitment to equality and meet our equality principles, listed on the folder containing the programme guidance cards and on our website www.biglotteryfund.org.uk

	Marketing: Our target users will know that we exist because we are in communication with them. We have been talking to young people and have formed working groups so they are part of the process. We have a Steering Group including young people and representatives of the community.
Our open town meeting was advertised extensively and well attended. The town newsletter has included numerous updates. The local newspaper has also been following our progress thus far and has included 3 pieces on our plans.
We have marketing skills within the organisation and aim to capitalise on word of mouth and guerrilla marketing techniques (innovative, unconventional, low-cost, often Internet related). We also aim to build on our links with local media to ensure the project is highly visible.
Getting so many young people so enthusiastic about the project has already shown the potential power of word of mouth communications within a rural market town.
Commitment to Equality:

Promoting accessibility: The core aim of the project is to promote the accessibility of ICT within the local area. The aim to provide local ICT - 'free at the point of use' - has come out of a recognition that people should be able to access services easily without having to spend too much time and money to do so.
Valuing cultural diversity: We value cultural diversity as detailed in our Equal Opportunities Policy (see attachment 9). We also have an Equal Opportunities Employment Policy (EOEP - see attachment 10 for details) to ensure the organisation reflects the community in which we exist. We believe we are more effective when our decision-making structures are reflective of the diverse views of society, which is why we have chosen the open organisational structure we have and encouraged community involvement through the Steering Group.
Promoting participation: The people who will be affected by the project have been - and will continue to be - involved in its development. We know that there are groups that are traditionally under-represented in consultation processes so we have sought them out and consulted with them. We have worked in partnership with those groups to establish structures that will help them to take a more active role in shaping the work that we do. In this way we hope to encourage participation, openness and honesty.
Promoting equality of opportunity: We recognise that some groups commonly experience poorer access to employment, have fewer training opportunities and are under-represented in the workforce, particularly at senior level. This is one of the driving forces behind our commitment to providing basic services at no cost to the user. We believe that in order to level the playing field we may need to treat people differently to help them have the same chance to take part in employment and service opportunities, as is reflected in the above mentioned EOEP.
Promoting inclusive communities: We believe a cohesive community is one where people feel they belong; where their lives are appreciated and valued; and where people have similar life opportunities and strong and positive relationships develop between people who are from different backgrounds.
Reducing disadvantage and exclusion: We have targeted our service to deal with the causes of disadvantage and exclusion, and focussed on initiatives that promote inclusion of groups at greatest risk of being disadvantaged and excluded. Our understanding of what "disadvantaged” and “excluded” mean takes into account such factors as people’s experience of discrimination. 



3.5  Child Protection


If you are applying to run a children or young people centred project please confirm by ticking the box below that your organisation has child protection policies and procedures in place. These must meet the standards set out in our guidance notes.

 FORMCHECKBOX 
 Child Protection Policies and Procedures are in place

3.6  Project Budget 

Complete the following table to show us how much the project will cost and what you will spend the grant on.  

Make sure you read the programme guidance notes, as they will help you to understand:

· what revenue and capital costs you can ask us to fund

· what overheads  you can ask us to fund

· whether you can ask us to fund any VAT costs

	
	Total project costs – include VAT where applicable
	

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total
	VAT recoverable from total
	Funding from other sources
	Amount requested from Big Lottery Fund

	Revenue costs
	
	
	
	
	
	A
	B
	C
	(A-B-C)

	Salaries, NI and Pensions
	66,620
	68,620
	70,680
	          
	          
	205,920          
	          
	          
	205,920          

	Recruitment
	1,400          
	700          
	700          
	          
	          
	2,800          
	417          
	          
	2,383          

	General running expenses
	5,150      
	5,361
	5,478         
	          
	          
	15,989          
	2,381          
	          
	13,608          

	Training
	1,900          
	2,800          
	3,000          
	          
	          
	7,700          
	1,147          
	          
	6,553          

	Travel
	120          
	123          
	127          
	          
	          
	370          
	55          
	          
	315          

	Consultancy and advice  
(incl. evaluation, if applicable)
	0          
	0          
	0          
	          
	          
	0          
	          
	          
	0          

	Organisational overheads**
	5,940          
	6,120
	6,300
	          
	          
	18,360          
	          
	18,360
	0          

	Other*
	          
	          
	          
	          
	          
	          
	          
	          
	          

	Total revenue Costs
	81,130
	83,724
	86,285          
	          
	          
	251,139          
	4,000          
	18,360
	228,779          

	Capital costs
	
	
	
	
	
	
	
	
	

	Refurbishment
	8,000          
	          
	          
	          
	          
	8,000          
	1,191          
	          
	6,809          

	Professional fees
	          
	          
	          
	          
	          
	          
	          
	          
	          

	Office equipment
	12,000
	2,000          
	3,000          
	          
	          
	17,000          
	2,532          
	          
	14,468          

	Vehicles
	          
	          
	          
	          
	          
	          
	          
	          
	          

	Other*
	5,400
	          
	          
	          
	          
	5,400          
	804          
	          
	4,596          

	Total capital costs
	25,400       
	2,000      
	3,000       
	          
	          
	30,400          
	4,527          
	          
	25,873          

	
	
	
	
	
	
	
	
	
	

	Total revenue and capital Cost
	106,530          
	85,724
	89,285
	          
	          
	281,539          
	8,527          
	18,360          
	254,652          

	*Please give details

**If you are asking us to fund overheads, what percentage of your organisation’s total overheads does this represent?                  %


3.7 Project funding 

Use this table to tell us how much grant you need from us in each year. The figures for revenue, capital and overheads should include non-recoverable VAT.

	Grant amount requested from Big Lottery Fund

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	Revenue
	73,914          
	76,266
	78,599
	          
	          
	228,779          

	Capital
	21,618          
	1,702          
	2,553          
	          
	          
	25,873          

	Overheads
	0          
	0
	0
	          
	          
	0

	Total
	100,590
	79,604          
	82,985          
	          
	          
	254,652          


If some of the money for your project will come from other sources, tell us where it will come from.  Tell us how much it is and whether you have secured it yet.  

	Source of funding
	Amount
	Secured

(Tick if applicable)
	Yet to be secured

(Tick if applicable)
	In kind contribution (Tick if applicable)

	Suffolk County Council          
	£18,360          
	x          
	          
	x          

	Suffolk County Council Extended Schools          
	£100          
	x          
	          
	          

	          
	          
	          
	          
	          

	          
	          
	          
	          
	          


3.8  Staff posts

Please complete the questions below for each person who will be employed to work 
on the project, making copies of this page if applicable.

We will use this information to find out:

· what roles and responsibilities each person will have and what they will do on the project

· whether the amount of staff time you have allocated is realistic for delivering the project

· whether the salary you intend to pay is realistic considering what you want the person to do. 

Job title

	 Internet Cafe Manager         


Tick one box

     

New post?   FORMCHECKBOX 
                               Existing post?     FORMCHECKBOX 







If a new post, will the post be openly recruited to? 
Yes
 FORMCHECKBOX 


No  FORMCHECKBOX 

If no, tell us why the post will not be openly recruited to.

	          


What will this person do on the project?

	The manager will be responsible for managing the day-to-day activities of the organisation. They will take responsibility for encouraging and facilitating the development of the organisation. Working closely with directors, members, staff and users the manager will co-ordinate activities and create the kind of atmosphere that will encourage involvement and participation. Please see attachment 7 for a detailed job description and person specification.         


Who will this person report to? 

	The Directors.         


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contribution
	% Pension

contribution 
	Hours worked on this project

	1924 hrs pa [37 hrs x 52 weeks]
	£17,985   
	 £1,657.60         
	 16% [£2877]         
	1924 hrs pa


3.8  Staff posts

Please complete the questions below for each person who will be employed to work 
on the project, making copies of this page if applicable.

We will use this information to find out:

· what roles and responsibilities each person will have and what they will do on the project

· whether the amount of staff time you have allocated is realistic for delivering the project

· whether the salary you intend to pay is realistic considering what you want the person to do. 

Job title

	 Internet cafe assistant      


Tick one box

     

New post?   FORMCHECKBOX 
                               Existing post?     FORMCHECKBOX 







If a new post, will the post be openly recruited to? 
Yes
 FORMCHECKBOX 


No  FORMCHECKBOX 

If no, tell us why the post will not be openly recruited to.

	          


What will this person do on the project?

	The assistants will be responsible for enabling the day-to-day activities of the Internet Cafe. They will welcome users and help set them up at work-stations as well as offering basic ICT support, guidance and advice as required. They will be responsible for providing food and drinks. They will also play an active role in decision-making and developing improvement plans. Please see attachment 7 for detailed job descriptions and person specifications.         


Who will this person report to? 

	The manager         


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contribution
	% Pension

contribution 
	Hours worked on this project

	3848 hrs pa [74hrs x 52 wks]
	 £28,966.97         
	 £2,357.91         
	  16% [£4634]        
	3848 hrs pa


3.8  Staff posts

Please complete the questions below for each person who will be employed to work 
on the project, making copies of this page if applicable.

We will use this information to find out:

· what roles and responsibilities each person will have and what they will do on the project

· whether the amount of staff time you have allocated is realistic for delivering the project

· whether the salary you intend to pay is realistic considering what you want the person to do. 

Job title

	 IT Coordinator         


Tick one box

     

New post?   FORMCHECKBOX 
                               Existing post?     FORMCHECKBOX 







If a new post, will the post be openly recruited to? 
Yes
 FORMCHECKBOX 


No  FORMCHECKBOX 

If no, tell us why the post will not be openly recruited to.

	          


What will this person do on the project?

	The IT coordinator will assist in the provision of an ICT Access Point in Needham Market. The main tasks will be to check and maintain the Internet Cafe’s ICT resource for safe, effective use by users and staff; to keep appropriate records of hardware and software, and of support requests and actions taken; and to support users and staff in the appropriate use of ICT. Please see attachment 7 for detailed job descriptions and person specifications.         


Who will this person report to? 

	The manager.       


	Total hours worked by this person
	Salary for total hours worked
	£ National Insurance contribution
	% Pension

contribution 
	Hours worked on this project

	 832 hrs pa [16hrs x 52 weeks]      
	 £6524.23         
	  £576.10        
	 16% [£1043]         
	832 hrs pa


3.9  Volunteers

Tell us whether any volunteers will work on the project and explain what they will contribute to the project and how much time you expect them to give. 

	Yes, volunteers will work on the project. As outlined in attachment 11, a number of local people have already volunteered their time to the project. The project will also develop relationships with local volunteer agencies including Millennium Volunteers, Duke of Edinburgh Awards, CSV Media Clubhouse, Stowmarket Volunteer Service and Suffolk Association Of Voluntary Organisations (SAVO). 
Volunteering, inclusive of mentoring opportunities, will exist in the following areas:
· Facilities/ICT support and maintenance; 

· Learner Support; and 
· Advice and Guidance.
It is estimated that approximately 4500 volunteer hours will be delivered throughout the lifetime of the project.  



Section 4 – Finishing your application form

Project name

	Needham Market Internet Cafe Community Interest Company (CIC)  


If the application form is emailed we need to receive the signed declaration separately, the whole of section 4 should be sent in stapled together so that it is clear that the signatures relate to all parts of the declaration made in this section. 

What you need to send us

For Word formats (or for EAF formats available in 2006)

If you would like to send us the application form by email, please send it to rc@biglotteryfund.org.uk . Let us know that you have done this by ticking the relevant box below. 

If you choose to send us the form by email, you must send hard copies of any other documents and section 4 of this form as we need to receive the original signatures. 

If you complete the whole form in hard copy, or are just sending section 4 please send it to:

Big Lottery Fund (Reaching Communities)

2 St James’ Gate

Newcastle Upon Tyne

NE1 4BE

You must send in any additional information we asked for when we sent you this application form.

Checklist

This checklist will help you to check that you are sending us a fully completed application.

Please tick the following boxes to confirm that:

	The main contact has signed the declaration on page 22.


	 FORMCHECKBOX 


	The chair, chief executive or person of similar authority in your organisation has signed the declaration on page 22. 


	 FORMCHECKBOX 


	If you are a company this form has been signed by either two directors or a director and the company secretary.


	 FORMCHECKBOX 


	You have sent us your most recent annual accounts if we have asked for them.


	 FORMCHECKBOX 


	You have emailed your application form to us, if applicable.


	 FORMCHECKBOX 


	You have sent us a copy of your most recent governing document, if this has changed since you sent it to us with your outline proposal


	 FORMCHECKBOX 


	If you are applying for a capital grant, you have sent us the relevant capital checklist and it has been signed by an appropriate person.
	 FORMCHECKBOX 



Data Protection Act

We will use the information you give us on the application form during assessment and for the life of any grant we give you to administer and analyse grants and for our own research.

We may give copies of this information to individuals and organisations we consult when assessing applications, when monitoring grants and evaluating the way our funding programmes work and the effect they have. These organisations may include accountants, external evaluators and other organisations or groups involved in delivering the project.  We may also share information with other Lottery distributors, government departments, organisations providing partnership funding and other organisations and individuals with a legitimate interest in Lottery applications and grants, or for the prevention or detection of fraud.

To help us meet the needs of voluntary organisations, we might use the data you provide for our own research.  We recognise the need to maintain the confidentiality of vulnerable groups and their details will not be made public in any way, except as required by law.

Freedom of Information Act

The Freedom of Information Act 2000 gives members of the public the right to request any information that we hold.  This includes information received from third parties, such as, although not limited to, grant applicants, grant holders, contractors and people making a complaint.

If information is requested under the Freedom of Information Act we will release it, subject to exemptions; although we may consult with you first.

We will take your signatures on this form as confirmation that you understand our obligations under the Data Protection Act 1998 and the Freedom of Information Act 2000 and that you accept that we will not be liable for any loss or damage to you pursuant to our fulfilment of our obligations under the relevant law.

Declaration

We confirm that we are duly authorised to sign this declaration on behalf of the applicant organisation.  

We certify that the information given in this application is true and confirm that the enclosures are current, accurate and adopted or approved by our organisation.  

We understand that any offer of grant will be subject to terms and conditions and we confirm that the organisation has the power to accept this grant if the application is successful and to repay it if the grant conditions are not met.  

We understand that, if we make any seriously misleading statements (whether deliberate or accidental) at any stage during the application process, or if we knowingly withhold any information, this could make our application invalid and we will be liable to repay any funds.

We understand that the Big Lottery Fund may commission an evaluation of the programme.  We confirm that we will co-operate with any evaluation related activities which are required of us by the Big Lottery Fund and further confirm that the Big Lottery Fund may use any part of our application for evaluation or research purposes.

We have not altered or deleted the original wording and structure of this application form as it was originally provided or added to it in any way.

We understand that you require each signatory to this form to provide their full name, home address (unless signing on behalf of a statutory body) and date of birth for fraud prevention and detection purposes.

Unique reference number 


	RC/1/010211652


Signatory one

This must be the main contact named in 1.3.

I understand that you may contact me during assessment and I confirm that I am authorised by the organisation for this purpose and that you may rely on any further information supplied to you by me.

	Name
	
	Position

	 Tom Barker         

	
	 Director         

	Date of Birth
	
	

	 20/07/1978         

	
	

	Signature
	
	Date

	          
	
	          


On behalf of (organisation name)

	 Needham Market Internet Cafe Community Interest Company         


Home address (unless signing on behalf of a statutory body)

	16 High Street

Needham Market

Ipswich

Suffolk

         



	Postcode

	 IP6 8AP         


Signatory two

This should be the chair, chief executive or person of similar authority in your organisation. If you are a company this form must be signed by two directors or a director and the company secretary.

I confirm that this application and the proposed project within it has been authorised by the management committee or other governing body or, if a statutory organisation by a senior member of staff.

	Name
	
	Position

	 Keith Whitton         

	
	 Director         

	Date of Birth
	
	

	 30/08/1962         

	
	


Home address (unless signing on behalf of a statutory body)

	46 The Causeway

Needham Market

Ipswich

Suffolk        


	Postcode
	

	 IP6 8BG         
	


Address for correspondence (if different from above)

	          

	Postcode
	

	          
	

	Phone number one (or textphone)
	
	  07979 478371        


	Phone number two (or textphone)
	
	          


	Email (if applicable)
	
	 keith.w@angliacaretrust.org.uk        



	Signature
	
	Date

	          

	
	          


	On behalf of (organisation name)

	 Needham Market Internet Cafe Community Interest Company         



Signatory three (for companies only)

If you are a company this section must be signed by another director or the company secretary.

I confirm that this application and the proposed project within it has been authorised by the management committee or other governing body.

	Name
	
	Position

	 Eileen Crascall         

	
	 Director         

	Date of Birth
	
	

	 06/07/1954         

	
	


Home address

	1 Highlands Close

Needham Market

Ipswich

Suffolk         


	Postcode
	

	 IP6 8DD         
	


Address for correspondence (if different from above)

	          

	Postcode
	

	          
	

	Phone number one (or textphone)
	
	 01449 722119         


	Phone number two (or textphone)
	
	          


	Email (if applicable)
	
	 eileen.crascall@babergh.gov.uk         



	Signature
	
	Date

	          

	
	          


	On behalf of (organisation name)

	Needham Market Internet Cafe Community Interest Company           




Please fill in this section if you are not a statutory body: 

Signature of Independent referee

I can confirm that I have known this organisation and its work for at least one year or from its start. I have read this application and support this request for funding and am willing to discuss this application further. I am willing to talk about the grant at a later date if the application is successful and will provide a written report if you need one. I can confirm that I am not, at present, and have not (within the last two years) been a member, beneficiary or trustee of the organisation or related to a person who is currently a member, trustee or member of staff of the organisation.

	Name
	
	Date of birth

	 Jo Lea         

	
	          

	Occupation
	
	Professional membership

	          

	
	          

	Professional membership number
	
	

	          

	
	


Business address for referee

	          

	Postcode
	

	          
	

	Phone number one (or textphone)
	
	          


	Phone number two (or textphone)
	
	          


	Email (if applicable)
	
	          


	Signature
	
	Date

	          

	
	          


Beneficiary monitoring

Please note that this information is being gathered for monitoring purposes only and will not be used to assess your application.

1. Ethnic background of direct beneficiaries

Is your project directed at, or of particular relevance to, people from a specific ethnic background?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

 

If you have answered ‘No’ please go to question two. If you have answered ‘Yes’ please indicate the ethnic background of the people who will benefit from your project, ticking up to three categories.

White
Black or Black British

Black or Black British

British
 FORMCHECKBOX 

Caribbean
 FORMCHECKBOX 

Irish
 FORMCHECKBOX 

African

 FORMCHECKBOX 

Any other White background
 FORMCHECKBOX 

Any other Black background
 FORMCHECKBOX 



Mixed

Other ethnic background


Mixed ethnic background
 FORMCHECKBOX 

Chinese



 FORMCHECKBOX 



Any other



 FORMCHECKBOX 

Asian or Asian British


Indian
 FORMCHECKBOX 

Pakistani
 FORMCHECKBOX 

Bangladeshi
 FORMCHECKBOX 

Any other Asian background
 FORMCHECKBOX 

2. Gender

Is your project directed at, or of particular relevance to, people of a specific gender?

No
 FORMCHECKBOX 

 

Yes
 FORMCHECKBOX 

if yes, please tick
Male

 FORMCHECKBOX 






Female
 FORMCHECKBOX 



3. Age

Is your project directed at, or of particular relevance to people of a particular age group?

No
 FORMCHECKBOX 

 

Yes
 FORMCHECKBOX 

if yes, please tick
0-24 years
 FORMCHECKBOX 






25-64 years
 FORMCHECKBOX 






65+ years
 FORMCHECKBOX 







4. Disability

Is your project directed at disabled people, or of particular relevance to people with disabilities?  

 Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
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�FILLIN "Text471"�We set up a website so some contact details have changed.          ��
�






�FILLIN "Text452"�Usage statistics will be kept to monitor involvement and participation. Regular surveys will be completed to evidence the outcomes in a detailed way:





Baseline information: 


Number of service users/visitors; 


Number of internet hours used, of which: 


                   x no. are Learning - formal/informal;


                   x no. are Leisure;


Number of Action/Support Plans initiated and/or delivered;


Volunteer support hours;


Mentoring support hours.





Measurement:


Service User feedback - comments/complaints/compliments document


Community feedback - comments/complaints/compliments document


Activity Hours - Registration document


Volunteer/Mentoring - log





Beneficiary Involvement: 


Management will be monitored through feedback to and by the members, and evaluated by users, staff and stakeholders at the AGM and any other meetings that are required.


An online forum will ensure that feedback, monitoring and evaluation are a continuous, on-going, process. It will enable procedures to become subject to constant renewal and improvement, based upon the influence of users and workers alike.


This approach will also provide the flexibility for anonymous feedback, which is potentially an important way of enabling disparate groups of people to communicate on an equal basis.�


�
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