RC/1/010211652


Reaching Communities 
Application Form Amendments (following telephone assessment)

Needham Market Internet Café Community Interest Company

Reference: RC/1/010211652
Amendments required: 


· Revise salary figures to ensure they are both accurate and internally consistent within the application. 

· Refine project outcomes to show how many people will benefit over a defined period of time.

Original page numbers of alterations:


· 11 (section 2.7)
· 21 – 22 (sections 3.6 & 3.7)

· 23 - 25 (section 3.8)
· Attachment 7 (job descriptions)

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 (for 1650 people in the first year).    
· Engage young people in developing community well-being through ICT (20 young people engaged in delivering training and support for other age groups within the community within 18 months).   
· Create a model of good practice in sustainable community led, community governed initiatives (disseminated - in the form of a detailed report - for use by 30+ community groups and development agencies by month 36). 
· Create employment, volunteering and training opportunities (for 4 people as direct employees, 30 as volunteers and 20 providing some form of training, within the first year).        



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
	67,272
	69,288
	71,364
	          
	          
	207,924          
	          
	          
	207,924          

	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**
	6,140
	6,340
	6,550
	          
	          
	19,030
	          
	18,360
	670          

	Other*
	          
	          
	          
	          
	          
	          
	          
	          
	          

	Total revenue Costs
	81,982
	84,612
	87,219          
	          
	          
	253,813          
	4,000          
	18,360
	231,453

	Capital costs
	
	
	
	
	
	
	
	
	

	Refurbishment
	8,000          
	          
	          
	          
	          
	8,000          
	          
	8,000          
	0          

	Professional fees
	          
	          
	          
	          
	          
	          
	          
	          
	          

	Office equipment
	17,400
	2,000          
	3,000          
	          
	          
	22,400          
	3,336          
	          
	19,064          

	Vehicles
	          
	          
	          
	          
	          
	          
	          
	          
	          

	Other*
	
	          
	          
	          
	          
	          
	          
	          
	          

	Total capital costs
	25,400       
	2,000      
	3,000       
	          
	          
	30,400          
	3,336          
	8,000          
	19,064          

	
	
	
	
	
	
	
	
	
	

	Total revenue and capital Cost
	107,382          
	86,612
	90,219
	          
	          
	284,213
	7,336          
	26,360          
	250,517

	*Please give details

**If you are asking us to fund overheads, what percentage of your organisation’s total overheads does this represent?        3.5 %


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
	74,566          
	76,934
	79,283
	          
	          
	230,783          

	Capital
	14,809          
	1,702          
	2,553          
	          
	          
	19,064          

	Overheads
	200          
	220
	250
	          
	          
	670

	Total
	89,575
	78,856          
	82,086          
	          
	          
	250,517


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          
	          
	          

	Local Charitable Trusts (Kerrison Trust, Needham & Barking Charities, etc), MSDC, SCC         
	£8,000          
	         
	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

	37hrs per week /1924hrs per annum / 5772 hrs over 3 years.
	£55,588 (includes 3% wage increase per annum)   
	 £5,118         
	 16% [£8,893]         
	5772 hrs over the 3 year funding period.


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

	37hrs per week /1924hrs per annum / 5772 hrs over 3 years.
	£44,887 (includes 3% wage increase per annum)         
	 £3,648         
	  16% [£7,180]        
	5772 hrs over the 3 year funding period.


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

	37hrs per week /1924hrs per annum / 5772 hrs over 3 years.
	 £44,887 (includes 3% wage increase per annum)         
	 £3,648         
	  16% [£7,180]        
	5772 hrs over the 3 year funding period.


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

	16hrs per week / 832hrs per annum / 2496 hrs over 3 years
	 £21,548 (includes 3% wage increase per annum)          
	 £1,901         
	  16% [£3,446]        
	2496 hrs over the 3 year funding period.


Job Description

Title:  

Internet Cafe Manager
Salary:  
£17,985 pa (37 hours per week)
Ref:

Status:   
Permanent contract (6 month probationary period)

Job Purpose

To manage the day to day activities of an ITC access point, and the accompanying cafe in Needham Market. To manage and facilitate the future development of the Internet cafe.

The long term organisational aim is participatory self-management. This means that everyone - members, volunteers, staff, directors and other users – should be an integral part of the decision-making and planning, all with equal value and worth. The active participation and involvement of stakeholders is an essential part of the organisations ethos and it is the managers’ role to facilitate this. 

Key Relationships

· Responsible to the directors;

· Responsible to members;

· Responsible to users of the service;

· Working closely with staff and volunteers; and

· Liaising directly with external partners and statutory bodies.

Main activities & responsibilities

· To manage and lead a range of projects in line with the business plan.

· Develop, plan and deliver training for staff, volunteers and users.

· Ensure that users are welcomed, helped and provided with a safe and suitably equipped environment. Maintaining high standards of security within an open welcoming service.

· Provide training and advice on IT and other related matters - for staff and users, in a manner appropriate to their age, skill and ability.

· Ensure all policies and procedures are adhered to, in line with legislation and the organisations ethos.

· Monitor the appearance of the premises, ensure it is kept clean, tidy, well organised, fully stocked and fully staffed.

· Contribute to the refinement of overall objectives of the project.

· Collect and interpret relevant statistics and management information.

· Refine and update the business plan, policies and procedures as necessary i.e. in line with legislation, or new project developments.

· Review and update internet usage guidelines.

· Research funding opportunities on an ongoing basis and prepare bids as necessary

· Plan and organise methods of evaluating the project, which will involve staff, users etc to be fully participatory.

· Liaise with external partners and statutory bodies as appropriate.

General

All activities and duties are to be carried out within relevant legislation - Equal Opportunities, Disability Discrimination, Health & Safety, Child Protection, Data Protection, Copyright, etc. 

Job Description

Title: 

Internet cafe assistant

Salary:
£14523 pa (37 hours per week)
Ref:

Status: 
Permanent contract (6 month probationary period)

Job Purpose

To assist in the provision of an ICT Access Point and cafe in Needham Market.

To help provide drinks, snacks and meals as appropriate.

To help provide basic computer/internet training & advice.

To help provide leisure learning opportunities, including gaming.

To help provide a range of facilities-to enable printing, scanning, e-mails.

To help provide a safe, welcoming, environment - enabling users to learn and develop their computer skills.

To become involved in assessing, and evaluating the service, leading to future plans and development.

Key relationships

· Responsible to the manager

· Working closely with volunteers, staff, directors, members and users.

Main Activities & Responsibilities

· To welcome all users of the service, and to assist them as needed - ie logging on, using new programmes, gaming, e-mailing, using cameras etc.

· To provide tea, coffee, snacks etc.

· Monitor the appearance of the premises and ensure they are clean, tidy, well organised, and comfortable, including the kitchen area.

· Participate in training, courses as relevant.

· Assist staff, volunteers etc as needed, referring any incidents to the appropriate people - as set out in procedures i.e. Child protection, vulnerable adults, equal opportunities, etc.

· Contribute to the overall objectives of the project including development of the service, i.e. staff meetings, forums, etc.

· Maintain security, both in the building and on the Internet - balancing it with as open a service as possible.

· All activities are to be carried out within the ethos of the project.

General

All activities and duties are to be carried out within relevant legislation: Equal Opportunities, Disability Discrimination, Health & Safety at Work, Child Protection policies and procedures, Data Protection, Copyright, etc.

Job Description
Title: 

IT Coordinator

Salary:
£6,972 pa (16 hrs per week – equivalent to £16,137 pa pro rata)
Ref:

Status: 
Permanent contract (6 month probationary period)

Job Purpose:

To assist in the provision of an ICT Access Point in Needham Market.

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.

To support users and staff in the appropriate use of ICT.

Key relationships

· Responsible to the manager.

· Working closely with other staff and company directors.

· Close relationship with the users of the service.

Main Activities & Responsibilities

· Connect, set up and check PCs and peripherals for normal operation.

· Perform routine maintenance tasks, including installing basic software packages and setting common options; run basic network monitoring reports and utilities.

· Set up hardware and perform basic checking of networked PCs.

· To provide basic training and advice on various IT and Internet related matters.

· Maintain the Internet Cafe’s internal network and web site.

· Participate in courses and other staff development activities.

· Develop, deliver and evaluate ICT packages appropriate to a variety of skill levels and ages covering a wide variety of topics.

· Deliver all programmes in line with the organisation's policies and procedures.

· Follow relevant H & S procedures and raise awareness among staff, and users.

· Update records of installed hardware and software; maintain a software library and store original copies of installed applications.

· Follow Internet Cafe backup, virus protection and security procedures.

· Investigate requests for support; record diagnostic information, retrieve details of similar requests and either resolve or escalate to the appropriate level.

· Support staff and users in the use of ICT resources through direct interaction and by producing simple help sheets.

General

All activities and duties are to be carried out within relevant legislation: Equal Opportunities, Disability Discrimination, Health & Safety at Work, Child Protection policies and procedures, Data Protection, Copyright, etc.



