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General Notes

The grant application form is split into three colour coded sections.  All groups need to complete the LILAC section (Pages 1 – 6).

If you are applying for a grant of £3001.00 or more you will also need to complete the BLUE section (cash flow years 1 – 4) and the PINK section (Business Plan 1 – 7).

The section Provider Year 1 – 4 does not need to be completed.
The following guidance is designed to help with the completion of your grant application.  Any additional help required can be provided by a member of the Early Years Unit.

All information relating to your grant must be provided on the grant form.  Additional information/documentation will not be accepted.  If additional information is required it will be requested.

It is important that all sections (relevant to the amount being applied for) of the grant application form are completed.  Incomplete forms will be returned for completion, therefore delaying your application.

The form is available by e-mail, CD-ROM 

When completing the application form by e-mail or CD-ROM ensure that you save it to your hard drive.  To do this click File → Save As → My Documents and save the file.

When completing the application form there are two types of boxes, to complete boxes like the one below just select and type.


You will also see boxes like the one below.  To type into these double click with your mouse and then type as in a standard word document.


Back to top
Front Sheet
Complete only the top section of the page, the name of your group, who the application has been written by and the amount of the grant you wish to apply for.  Please print this page, sign and date the application and forward to the Early Years Unit.  Your application will be returned if it has not been signed.

Office use only to be completed by Early Years personnel.

Page 1
Provide the name of the group, the contact person and the legal status of the group.

Page 2
Tell us about your organisation what your group does at present and how it is managed.  If you are a new group tell us what you plan to do.  These are your aims and objectives and also detail the management structure of the group.

We also need to know your childcare registration status.

Financial details are required to pay your grant, without the correct details we are unable to process your application.

If your group has not been running for 12 months we do not require the accounts section to be completed.
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Page 3
On this page we need to know who can sign cheques for the group.

Tell us what your project is going to provide, remember we only need a summary!  Make reference to the areas in italics on the grant application form.  
Please be aware that any items not included in the original bid, cash flow and business plan will not be accepted for monitoring purposes.
Page 4
Here we want to know when you expect the project to start.  Remember to take into consideration things like Ofsted registration, recruitment etc.

We also need to know about where your project will operate from (if different from the address on page 1) and the type of premise. 

We require you to tell us how many new jobs are to be created as a result of the project and how many places you intend to create.  Guidance on how to count childcare places can be sought from your Development Officer.

If you are charging for the project we want to know how much and any discounts that will be offered.

Part of running a good project is ensuring its sustainability after the grant funding has ceased and how you will do this e.g. fees, fund raising etc.
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Page 5
As part of your application we expect market research will have been carried out assessing the need for your project.  Tell us what research has been carried out; this could include questionnaires, community meetings, letters of support etc.

Your allocated Officer from Wolverhampton Early Years, Childcare and Play Service will advise you on information and data available to support your application.

In the equal opportunities section we want to know what polices/procedures your group has in place.  We also want to know if there are any restrictions to the service you may be able to offer e.g. no wheelchair access etc.

To help us assess your application we want to know if you have already had any funding for the project in the last three years or if you have applied for funding from other sources.  You may have applied for match funding or money to help with future sustainability.  We also need to know of two people who will support your application.  The referees must not belong to your group, but will need to know the details of your application.  A member of the Early Years Unit cannot be a referee for the application. 

Page 6
This page will be completed by a representative of the Early Years Unit.
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Cash flows
Assistance with completing the cashflow will be provided by your allocated Officer from the Early Years Childcare and Play Service or the Sustainability and Grants Team.
Groups need to think of realistic costs for the headings outlined on the cashflow sheet.  Any items not included in the original bid, cash flow and business plan will not be accepted for monitoring purposes.
The Provider cashflows will complete automatically and are designed for groups to complete on a monthly basis to monitor their grant.

Business Plan
As a general guide, when completing a business plan you should aim to write a response for each of the bullet points.  We require you to keep the information within the boxes; therefore, the information provided needs to be relevant and concise. 

Business Plan 1
State what tasks need to be carried out.  Think of each stage of setting up the project.  An example of how this part may look is below.  You will also need to provide an itemised list of equipment together with costings. 
	Month
	Tasks

	January
	Carry out market research

	February
	Submit grant application

Apply for registration

	April
	Write policies & procedures

	May
	Purchase equipment
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Business Plan 2
Complete the staffing/management structure chart.  

In the red section tell us what qualifications are required for the project.  Remember to think of minimum staffing ratios as set down in the Ofsted National Standards.  Identify any additional skills staff may need e.g. finance, business, customer care etc.  How will you address professional development for staff?

All groups should have a procedure for the recruitment and selection of staff.  Please outline this.

Business Plan 3
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Market Research 

This is a very important part of your application, and we would hope that as you are completing an application form this has already been carried out.

Tell us what sort of market research has been done and where. Please summarise the main findings of your research; this can be with charts and graphs or written. You need to demonstrate that there is a need for the provision and that your project will not be a threat to existing groups.

It is important that you keep copies of all documentary evidence as these may be requested at some stage of the application process.

Marketing

A major factor in the success of your group will be how you market the project.  You need to think of how and where you will do your marketing and consider how you will monitor the effectiveness of marketing.

Who are you going to target?  You may have different strategies for different target groups e.g. children and parents.

Finally you need to tell us rough costings for your marketing strategy.

Examples of marketing include:

Family Information Service Database, Posters/Flyers, Prospectus, Parents Evenings, Signage/Banners, Newspaper adverts

Business Plan 4

The Strengths, Weaknesses, Opportunities and Threats section allows you to look at the project and identify issues at an early stage.  It also allows you to look at what your strengths are and potential future developments.  The grid should be completed based on personal knowledge and issues identified during your market research etc.

It is suggested that you use bullet points and keep the information concise.  Below is an example of a SWOT analysis

	STRENGTHS
	WEAKNESSES

	· Knowledge of childcare sector.

· Willingness to form partnerships with other providers.
	· Lack of business skills.

· Small outdoor play area.

	OPPORTUNITIES
	THREATS

	· Training in areas of weakness.

· Expand service on demand.

· Look at offering wider range of services.
	· Unable to recruit suitably qualified staff.

· Other childcare provision.
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Business Plan 5
Premises
You need to tell us how your premises meet Ofsted standards.  You may have had a site visit from your Development Officer, Fire Safety Officer or Environmental Health where recommendations were made.  How are these recommendations being addressed?

Complete the tick boxes regarding planning and landlord’s approval

Transport
Only to be completed if the group intend to provide transport as part of the project detail costs of insurance, maintaining vehicle standards and staff training.

Business Plan 6
To ensure the sustainability of the group you need to have robust financial systems in place to check the viability of your group.  We want to know what systems you have/intend to implement to monitor your cashflow.

One system could be using the budget and actual sheet created as part of your application form (Provider Year 1 – 4).

You need to tell us what accounts will be kept e.g. manual or computerised.  You may also want to tell us about any financial procedures e.g. petty cash limits, spend limits etc.

In addition we need you to detail information regarding your insurance cover, HMRC compliance and Payroll administration.
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Business Plan 7
Please complete the sessional fees and average income/child sections using your cash flow from year 3 or 4, whichever one shows you to be in a breakeven or surplus position.  The breakeven number of children will complete automatically.

All figures must be taken from the Year 3 or 4 cashflow.

	Sessional Fees

	A
	The total annual expenditure can be taken from Cashflow Year 3 or 4 (cell P33).

	B
	The total number of weeks that the group will open in the year.  As general guidance this will be 38 weeks (term time), 11/12 weeks (holidays only) or 50 weeks (full time day care)

	C
	This section calculates automatically.

	D
	You need to be clear about what is a session.  E.g. in wrap-around you may have before school, wrap-around, sandwich club and after school.  This would be 4 sessions per day therefore 20 sessions per week.

	E
	The total number of places you can accommodate. (Usually the number you intend to be registered for or the number quoted on page 4 of the application)

	F
	This section calculates automatically.

	G
	This section calculates automatically.


	Average Income Per Child

	A
	This section calculates automatically.

	B
	To get this figure take the total income from Cashflow Year 3 or 4 (cell P46)
and divide by the total number of weeks as stated on the Cashflow Year 3 or 4.

	C
	This section calculates automatically.


The above analysis will give you some idea of how many children you need to breakeven and what fees you will need to charge to break even.
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