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QUORN TOWN LANDS CHARITY
Registered Charity Number 216703

Guidance Notes and Application form for Financial Assistance for an Individual

Who we are and what we do

The Quorn Town Lands Charity is a long-established charity which aims to assist residents and organisations within Quorn. Our Charitable Objects, as set out in our governing document, state “…for relieving, either generally or individually, persons resident in the ecclesiastical parish St Bartholomew Quorndon who are in conditions of need, hardship or distress by making grants of money or providing or paying for items, services or facilities calculated to reduce the need, hardship or distress of such persons.”  

Although we have a lot of discretion in the way that we carry out our Charitable Objects, we cannot do anything that goes beyond them.  We cannot, for instance, make an individual grant to someone who does not live in Quorn or to help someone to start their own business. 

Our income comprises the interest from our investments; rent paid for land that we own; and from occasional gifts or bequests.

How we work 

The charity is run by a maximum of ten volunteer trustees, appointed in accordance with our governing document.  The trustees form the Board. The Board is supported by a clerk. We meet on a regular basis four times each year and at other times as the need arises when we might convene as a sub-committee to consider specific or urgent matters that cannot wait until a scheduled meeting. 

Making and Dealing with applications from individuals

What you need to do

You can apply for a grant at any time. You do not need to wait until we have a meeting.  Simply complete the form below as clearly and with as much detail as you can and post it to us.  If you wish to provide copies of documents then please do so, although at this stage there should be no need.  Anything that you send to us, apart from your application form, will be returned to you as soon as we no longer need it. You should keep a copy or your form or make a note of what you have written on it. 

Before you begin to fill in the form read the whole of this document, including the form itself and the notes that follow it.  If you would like help to understand anything before you send the form to us then please email quorn.townlands@gmail.com  We will respond as soon as we can. 

We accept applications from all sections of the Quorn community, irrespective of sex; sex or gender identity; sexual orientation; ethnicity; religion; marital status; disability, or any other status protected by law. 

What we will do

Our clerk will let us know as soon as your application is received. They will acknowledge it to you.   Unless it seems to be urgent or complicated, in which case they might discuss it with the Chair of our Board, it will be considered at our next meeting if it isn’t too far away.  If it is, then we might meet before we ordinarily would. 

We will probably need to visit you in order to verify the information that you have provided to us.  We will need evidence of your identity and your address, such as your passport or driving license and a utility bill or bank statement. If we do need to visit you, two Trustees will meet you.  Those Trustees will not make a decision on your application.  The decision is made by the Board or, occasionally, a subcommittee. The clerk does not take part in the decision-making process but they will record the decision and communicate it to you. If we do need to meet you the Clerk will contact you in advance in order to agree arrangements with you and to explain the purpose of the meeting and how you should prepare for it.

In certain cases, such as where a grant to fund an adaptation to your home is requested, or where a large item is to be taken into your home, we might ask for written confirmation from your landlord (if you have one) that this is acceptable and within the terms of your tenancy or other agreement. Occasionally we might ask you to agree special conditions before a grant is made to you.  Any such conditions will be clearly explained to you. 

How we make our decision

Provided that we have all of the information that we have asked for; and your claim falls within our Charitable Objects, we will decide whether we should make a grant to you. We will take account of your  circumstances and we will bear in mind the funds available to us at the time and the likely calls upon those funds from other applicants. 

If your application does not fall within our Charitable Objects it will be refused at an early stage. It might also be refused if you have not provided the information requested of you within a reasonable time and without telling us why.   Additionally, we will not be able to make a grant to you if it is for something that can be funded from elsewhere. (We return to that below under the paragraph headed “Funding from other sources.”)

We will tell you our decision within 3 months of receiving your application, by email if you have provided an email address and otherwise by post.  If it is urgent we will deal with it as soon as we can.  Please do not assume that your application has been granted until you have received our formal notification.

In all cases, the decision of the Board is final. Once it is made we will not enter into further discussion about it. 

Applicants in receipt of Universal Credit or State Pension Credit do not need to provide detailed financial information.

How we make payment to you

Assuming that we have agreed to make a grant to you and provided that everything is satisfactory, the next stage is the important one.

Normally, you will not be paid directly or in cash. Where we approve the purchase of goods or services you will be given vouchers to use in a specific store, or payment will be made direct to a supplier. You will need to order the goods or services from the supplier directly and provide the charity with a copy of the invoice made out in your name and bearing your address.  We will arrange payment to the supplier. We cannot pay invoices that are made out to the Charity. We will explain this to you later if we need to. 

Funding from other sources

Our governing document tells us that we cannot make a grant for something for which help is available from a statutory source.  That generally means from a Department of central government; from a Local Authority; or from a Health Service Agency.  By way of example, Local Authorities can make a grant for help to someone who is disabled to help then to stay safely in their home or to give them independence.  Such a grant is called a “Disabled Facilities Grant.”  We would not expect you to know about that but it will save time, and reduce the risk of disappointment, if you make enquires yourself before you apply to us. Citizens Advice should be able to help you.   If, when we consider your application, it appears to us that you might qualify for assistance from a statutory source, we will contact you and ask you to make enquiries and an application to that source.  We will not be able to advise or help you ourselves, but we will point you in the right direction. Again, Citizens Advice should be able to help you.  We will not conclude our consideration of your application until we know the outcome of your enquiries. 
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APPLICATION FORM FOR INDIVIDUALS


Please complete this form as clearly as you can.  Capital letters and black ink tends to work best.  If you are unable to complete it yourself please ask someone else to complete it for you but remember that the answers must be yours.  There is a section at the end of the form for you, or the person completing the form for you, which asks for details and their signature.

Part 1 About you

	Title

	

	Surname

	

	Forenames

	

	Address





	

	Postcode

	

	Telephone Nos.

Email address

	

	Date of Birth

Are you registered disabled?

	

Yes/no



Part 2 Your application in summary

	How much are you asking for?

	

	What are you asking for?


	



It will help us to deal with your application quickly if you can supply a quotation on a supplier’s letterhead, and their bank details, with this form. Don’t worry if you can’t.  We can deal with that later. 

Part 3 Your Household

	How many people, including yourself, live in your household?

	

	Who lives with you and what is the relationship of each one of them to you?

	

	Your housing situation.  Please cross through all that do not apply.
	Single homeowner with/without mortgage

Joint homeowner with/without mortgage
Local authority tenant

Housing Association tenant

Private tenant

Lodger or licensee (perhaps staying with family or friends without a written agreement)




Part 4 Total household Income, Savings and Outgoings 

Please include earned and unearned income; private and state pensions; state benefits, such as Universal Credit, Disability Living Allowance, Personal Independence Payment, Attendance Allowance, Carer’s Allowance, Housing Benefit or Council Tax Reduction, Tax Credits, Child Benefit, Short-term Jobseeker’s Allowance or Short-term Employment and Support Allowance etc. for ALL members of your household. Let us know if this causes you any difficulty. 

We might ask for evidence of your income and savings if we visit you but it will save time if you can provide as much detail as possible with this form, so please use a separate sheet if you wish. 

Do you receive or are you waiting to hear about your application for Universal Credit or Pension Credit?					Yes/No (delete as appropriate)

Which is it?      		Universal Credit/Pension Credit (delete as appropriate)

If your answer is “Yes” you do not need to answer any the questions about your income and expenditure.  Go to Part 5 Other Funding

	Total annual/or monthly/or weekly Household Income (delete as appropriate)

	£

	Total Household Savings and sources

	£

	How much of the household income comes from state benefits including state pension?
	£



In the following box provide as much detail about your outgoings as you can.  Don’t forget to include mortgage or rent payments; council tax; fuel; food; clothing; telephone and internet charges; insurance. Entertainment and holidays; debt repayments; child-minding fees; miscellaneous expenses, and anything else that you can think of.  We might ask to see evidence of some of your outgoings, such as mortgage or rent, and to see a copy of a recent bank statement. Continue on a separate sheet if you want to.

	
Item                                                         Amount                                       Frequency                         
                                                                                               (annual, monthly, weekly, occasional, other)









 Part 5 Other Funding

Have you applied to any other charities / organisations for assistance for the subject of this application or raised any funds through fundraising events? Please tick one box.
	Yes
	

	No
	




If yes, please provide the charity / organisation’s name(s) in the box below.
	Organisation name
	Total Requested (£)
	Total secured / pledged (£)

	

	
	

	

	
	

	

	
	

	

	
	


Details of any other funding:
	





Have you received help from Quorn Town Lands Charity before? Please tick one box.
	Yes
	
	No
	


If yes, please provide details (e.g. date, amount, item funded, etc.)
	




Part 6  any other information

Please use the box below to tell us anything else that you think we should know, and please also tell us how you heard about the Quorn Town Lands Charity 

	











Part 8 Your privacy (Data Protection) 
 
The confidentiality of the information that you provide is important to us.   We explain how we manage it in the accompanying document, sub-headed: “Privacy and Data Protection Policy.” Please read it.

Part 9 Your signature 

We will rely on the information contained within this form so please check it carefully before signing and submitting it. If you do not understand anything, please ask for clarification.

By signing this application form you:

· Confirm that you reside in Quorn
· Confirm that the information provided in this application is complete and accurate, 
· Give consent to Quorn Town Lands Charity to retain and use the information  contained in or with the application for the purposes and the period set out in the accompanying Privacy and Data Protection Policy
· Acknowledge that where any equipment or services are requested, the charity itself can accept no liability as a supplier for the quality or fitness for purpose of equipment or services delivered to you
· Acknowledge that you accept the Grant Terms & Conditions as set out below

	Signed

	

	Print name

	

	Date

	



Please send your competed and signed form, by post, (and after making a copy or a note of the content) to:
 
The Clerk to the Trustees
Quorn Town Lands Trust
5 Windsor Close
Quorn
Loughborough
Leicestershire
LE12 8DF

If you require any help with this application please e-mail  quorn.townlands@gmail.com 

For anyone completing this form on behalf of the named applicant:  you confirm that you have completed this form with information that you believe correctly pertains to the applicant when the form is signed.
 
	Signed

	

	Print name and state your 
relationship to the applicant

	

	Date

	





Part 10  Grant Terms and Conditions

By accepting a grant from the Quorn Town Lands Charity you also accept the terms and conditions set out below.
 
You will acknowledge receipt of the payment in writing and confirm by letter or email that the money will only be used for the purpose approved by us. The letter must be signed by you or someone acting on your behalf.

You will seek our permission to spend any part of the payment we make that is not required for the purpose approved, or that has not been spent within the agreed timescale. We will be informed, in writing, of any proposed changes relating to expenditure of the money we have paid to you as soon as it is known. Any surplus funds will be refunded to us if we so request.

You will keep a financial record of the spending of the money we have paid to you and will retain a copy of any appropriate invoices and receipts and submit these to the charity if requested.

You will allow us to visit your home in order to ensure that the item or items for which we have made a grant have been received and retained. We will give you at least 72 hours notice of our visit and we will not visit more than 3 months after you took delivery.

We reserve the right to withhold payment, or obtain repayment, if we find we have been materially misled by you or anyone who has acted on your behalf. 

Any assets of value purchased with the money we have provided should be retained and used for the agreed purpose. If used for another purpose or disposed of, this must be reported to us and we reserve the right to obtain repayment of the value of the asset if appropriate. 

In accepting the payment we have made you acknowledge and accept that those supported by that payment are not regarded as being employed by us and that we accept no responsibility as employer. 

[Version 6 – November 2024]
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