Appendix E
VOLUNTARY ORGANISATIONS

SERVICE LEVEL AGREEMENT


FUNDING DETAILS

	Name of Organisation:
	

	Address:


	

	Tel:
	

	Fax:
	

	Email:
	

	Name of Contact:
	

	Registered Charity No:
	


LEVEL OF FUNDING: £xxx, per annum. 

DATE:  1st April 2010 to 31st March 2013

PURPOSE OF FUNDING: 

TERMS AND CONDITIONS

 1.
Introduction and definitions

1.1
This agreement (the “Grant Agreement”) consists of 25 Clauses and one Annex. It is supplemental to the Grant Letter (as defined below) and replaces any previously agreed grant terms and conditions for Blackpool Council and for the Voluntary Organisation Name.
1.2
In this Grant Agreement:

(a) The “Authority” means Blackpool Borough Council of P O Box 11, Town Hall, Blackpool, FY1 1NB.

(b) The “Funding Period” means the financial year from 1st April 2010 to 31st March 2013.
(c) The “Financial Period” means from the 1st April  to the 31st March in each year of the Funding Period

(d) The “Grant” means the grant payable by the Authority to the Recipient under the terms of this Grant Agreement, the amount of (the “Grant Amount”) shall not be more than £ XXX
.
(e) The “Grant Letter” means the letter dated XXnd July 2009 from the Authority to the Recipient which sets out supplementary information in relation to the Grant.

(f) The “Purpose” means to support the delivery of agreed projects that will contribute to the achievement of the outcomes, targets and indicators agreed with Organisation’s Name.

(g) The "Recipient” means the Voluntary Organisation Name, herewith referred to as the “Recipient". 

1.3
References to any statute or sub-ordinate legislation in this Grant Agreement includes references to any amendments or replacements to the statute or sub-ordinate legislation that may be enacted from time to time.

2. 
Grant Offer 

2.1 Subject to the Recipient complying with the terms and conditions set out in this Grant Agreement and the Grant Letter, the Authority offers to pay the Grant to the Recipient as a contribution towards eligible expenditure. 

2.2
The Recipient acknowledges that the Authority agrees to fund it only for the Grant Amount, the Funding Period and for the Purpose specified in this Grant Agreement and the Grant Letter. 

3. 
Purposes and Extent of the Grant

3.1
The Recipient may not use the Grant for any activities other than the Purpose, or as approved in writing by the Authority. Further details of the purpose of the Grant as defined in Schedule 1 (the “Project”).

4.
Amount of the Grant

4.1
The Authority has agreed funding of up to £XXX the Grant Amount, subject to compliance by the Recipient with the terms of this Grant Agreement.  

5.
Timing of the Grant

5.1
In order for the first payment to be released, the Authority will require the Recipient to sign and return the Acceptance of Grant Page of this Grant Agreement to the Authority, providing the appropriate bank details, and for the Recipient to be in compliance with the terms and condition of this Grant Agreement.

5.2
The Authority reserves the right to withhold all or any payments of the Grant if the Authority has reasonably requested information/documentation from the Recipient and this has not been received by the Authority in the timescales reasonably required.

6.
Eligible expenditure

6.1
Eligible expenditure consists of payments by the Recipient for the Purpose. Eligible expenditure is net of VAT recoverable by the Recipient from HM Revenue and Customs and gross of irrecoverable VAT. 
6.2
The Recipient shall account for the Grant on an accruals basis. This requires the cost of goods or services to be recognised when the goods or services are received, rather than when they are paid for. 

7.
Managing the Grant

7.1
Each party must notify the other of: 

(a) the nominated person who will act as the party’s authorised representative; and

(b) the contact details of the authorised representative and any deputies. 

7.2
An end of year monitoring report (also referred to as an “outturn statement”) shall be submitted by the Recipient to the Authority at the end of each Financial Period. This report must: 

(a) be in the format set out in Annex A;

(b) be signed by the Recipient’s Treasurer, Finance Officer or equivalent; and

(c) contain a detailed breakdown of expenditure for the entire Funding Period.

7.3
The Recipient must notify the Authority as soon as reasonably practicable that an under spend is forecast. Under spends will recouped by the Authority.

7.4
If an overpayment of the Grant has been made, the Authority will recover the payment. 
7.5
The Recipient’s Treasurer, Finance Officer, or equivalent will ensure that appropriate professional arrangements are put in place for the management of the Grant and the reporting of expenditure. The Treasurer, Finance Officer, or equivalent should take all necessary steps to ensure that the Grant is accounted for and monitored separately from the Recipient’s other funding streams. 

7.6
The Recipient undertakes to complete the Project for which the Grant is provided.  The Project should be completed within agreed timescales, and the Recipient will report any significant variations to spending on the Project which is funded by the Authority.  

8.
Outcome-focused model

8.1
The outcome-focused model shall be submitted by the Recipient to the Authority for inclusion in the Grant Agreement. The outcome-focused model must:

(a) define the Purpose of the Grant; 

(b) be in the format set out in Annex A;

(c) be submitted as part of the Grant Application; and

(d) be signed by the Recipient’s Treasurer / Finance Officer, or equivalent. 

8.2
Any changes made by the Recipient to the outcome-focused model shall be submitted, in writing for approval to the Authority within ten working days of the change being made (such approval not to be unreasonably withheld). 

9.
Records to be kept

9.1 The Recipient must:

(a) maintain and operate effective monitoring and financial management systems; 

(b) keep a record of expenditure funded partly or wholly by the Grant, and retain all accounting records relating to this for a period of at least six years after the end of the Funding Period. Accounting records include: original invoices, receipts, minutes from meetings, accounts, deeds, and any other relevant documentation whether in writing or electronic form. 



9.2 As the Grant is for capital projects / to purchase capital assets the Recipient must: 

(a) maintain an asset register of such capital assets. This register shall record as a minimum: (i) the date the item was purchased; (ii) the price paid; and (iii) the date of disposal; 

(b) provide proof of insurance coverage for the capital assets; and 

(c) make the capital assets available for inspection. 

9.3 The Authority will require the Recipient to:

(a) seek approval from the Authority for the disposal of any of the capital assets; and

(b) seek approval from the Authority to retain the proceeds from sale of any capital assets.

9.4 Assets purchased using the Grant will be the property of the Recipient. The threshold for capitalisation is to be set by the Recipient to ensure it is consistent with the Recipient’s own accounting policies. 

9.4.1
The Recipient will ensure that any capital assets in the form of freehold and or leasehold property have a restriction placed on their registered title in favour of the Authority and that such restriction will contain the following wording:

“No disposition of the registered estate (other than a charge) by the proprietor of the registered estate is to be registered without a certificate signed on behalf of Blackpool Borough Council”

10.
Audit and inspection

10.1
The Recipient, without charge, will permit any officer or officers of the Authority, external auditing bodies (i.e. National Audit Office or Audit Commission) or their nominees, to visit its premises and/or inspect any of its activities and/or to examine and take copies of the Recipient’s books of account and such other documents or records as in such officers' view may relate to the use of Grant. In addition, the Audit Commission may carry out examinations into the economy, efficiency and effectiveness with which the Grant has been used.

11.
Monitoring arrangements 

11.1
As the Grant provider, the Authority shall monitor the Project for which the Grant is provided. Performance reports shall be submitted by the Recipient to the Authority and must:

(a) be submitted to the Authority in the months of July, October, January and April for each year of funding as defined by the Grant Agreement;

(b) contain evidence to demonstrate how outcomes (as outlined in the outcome-focused model at Annex A) have been achieved and delivered; 

(c) provide explanatory notes in respect of outcomes not achieved, with planned action to resolve; and

(d) be signed by the Treasurer, Finance Officer, or equivalent. 

11.2
A duly authorised representative of the Recipient will attend any meeting scheduled by the Authority in respect of the performance report. 

11.3
The Authority will notify the Recipient of any concerns in respect of performance within 30 days. 

11.4
The Recipient must act within 30 days (or earlier, depending on the severity of the problem) to address the Authority’s concern, and may consult the Authority or agree with it an action plan for resolving the problem. If the Authority is not satisfied with steps taken by the Recipient to address its concern, it may take steps to withhold or suspend the further payment of Grant, or to recover Grant funds already paid.
12.
Quality assurance 

12.1
The Recipient shall ensure that the Project complies with a formal quality assurance model, which must: 

(a) be the Practical Quality Assurance System for Small Organisations (PQASSO) model; or

(b) an alternative quality assurance model that is more appropriate to their service.

12.2
The Recipient shall notify the Authority with details of the quality assurance model, in writing, as part of the Grant Agreement. 

13.
Lawful conduct, equal opportunities, use of volunteers and activities funded by the Grant 
13.1
The Recipient must ensure that all reasonable steps have been taken to ensure that it and anyone acting on its behalf complies with any applicable law for the time being in force including (so far as binding on the Recipient): the requirements of the Health and Safety at Work Act 1974; the Data Protection Act 1998; the Human Rights Act 1998; the Sex Discrimination Act 1975; the Race Relations Act 1976; the Race Relations Act 2000); the Disability Discrimination Act 1995; the Employment Equality (Age) Regulations 2006; the Equal Pay Act 1970; the Employment Equality (Sexual Orientation) Regulations 2003; the Employment Equality (Religion or Belief) Regulations 2003; the Part Time Workers (Prevention of Less Favourable Treatment) Regulations 2000; and the Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002.
13.2.
No aspect of the activity funded by the Authority may be party-political in intention, use, or presentation.  

14.
Procurement procedures

14.1
The Recipient must secure the best value for money in all purchases of goods and services. 

14.2. 
In procuring any goods or services using Grant monies, the Recipient shall follow their own procurement guidelines.  

14.3.
If the Recipient follows a single tender procedure it must provide and document a robust justification and maintain the relevant documentation on file. Potential justifications are that the value of a contract is very low or that there is only one supplier capable of providing the goods or services concerned.

14.4
The Recipient shall permit and shall impose on its subsidiaries and sub-contractors an obligation to permit representatives of the Authority to examine the economy, efficiency and effectiveness with which the Recipient has used public funds made available through the Authority. 

15.
Conflict of interest and financial or other irregularities

15.1
Members and employees of the Recipient shall be careful not to be influenced by conflicts of interest. 

15.2
The Recipient must set up formal procedures to require all such persons to declare any personal or financial interest in any matter concerning the Recipient’s activities and to be excluded from any discussion or decision-making relating to the matter concerned.

15.3
If the Recipient has any grounds for suspecting financial irregularity in the use of any Grant paid under this Grant Agreement, it must notify the Authority immediately, explain what steps are being taken to investigate the suspicion, and keep the Authority informed on the progress of the investigation. 

15.4.
For the purposes of Clause 15.3, “financial irregularity” includes fraud or other impropriety, mismanagement, and the use of the Grant for purposes other than those intended by the Authority. 

16.
Breach of Grant Conditions

16.1
If the Recipient fails to comply with any of the conditions set out in this Grant Agreement, or if any of the events mentioned in Clause 16.2 occur, then the Authority may reduce, suspend, or withhold Grant payments, or require all or any part of the Grant to be repaid. The Recipient must repay any amount required to be repaid under this condition within 30 days of receiving the demand for repayment.

16.2
The events referred to in Clause 16.1 are as follows: 

(a) The Recipient purports to transfer or assign any rights, interests or obligations arising under this Grant Agreement without the written agreement in advance of the Authority;

(b) Any information provided in the application for the Grant (or in a claim for payment) or in any subsequent supporting correspondence is found to be incorrect or incomplete to an extent which the Authority considers to be material;

(c) The Recipient takes inadequate measures to investigate and resolve any reported irregularity;

(d) The Recipient ceases to operate and/or changes the nature of its operations to an extent which the Authority considers to be significant or prejudicial;

(e) The Recipient is subject to a proposal for a voluntary arrangement or has a petition for an administration order or a winding-up order brought against it; or passes a resolution to wind up; or makes any composition, arrangement, conveyance or assignment for the benefit of its creditors, or purports to do so; or is subject to the appointment of a receiver, administrator or liquidator. 

16.3
It is hoped that most difficulties encountered by the Recipient can be overcome with the advice and support of the Authority. In the event that it becomes necessary to take steps to enforce the terms and conditions of this Grant Agreement, the Authority will write to the Recipient giving particulars of its concern or of any breach of a term or condition of the grant.

16.4
The Recipient must act within 30 days (or earlier, depending on the severity of the problem) to address the Authority’s concern or rectify the breach, and may consult the Authority or agree with it an action plan for resolving the problem. If the Authority is not satisfied with steps taken by the Recipient to address its concern or rectify the breach, it may take steps to withhold or suspend the further payment of Grant, or to recover Grant funds already paid. 

16.5
On termination of this Grant Agreement for any reason, the Recipient as soon as reasonably practicable will return to the Authority any assets or property or any unused funds (unless the Authority gives its written consent to their retention) then in its possession in connection with this Grant Agreement. 

17.
Insurance coverage

17.1
The Recipient shall ensure that it has adequate insurance coverage (including but not limited to public liability insurance) in place, and shall provide evidence of such insurance to the Authority on request.    

18.
Indemnity 

18.1
The Authority accepts no liability to the Recipient or to any third party for any costs, claims, damage or losses; however they are incurred, except to the extent where they are caused by the Authority’s negligence.  

18.2
The Recipient agrees to indemnify the Authority for any costs, claims, damages or losses which arise as a result of negligence by the Recipient or out of any breach by the Recipient of any terms of this Grant Agreement.  

19.
Intellectual Property Rights

19.1
The Recipient shall grant to the Authority at no cost an irrevocable, royalty-free perpetual license to use and to sub-license the use of any material created by the Recipient under the terms of this Grant Agreement for such purposes as the Authority shall deem appropriate. 

20.
Funding for future years 

20.1
The Authority does not commit to renew or continue financial support to the Recipient after the Funding Period. While the funding agreement is for a three-year period, this is subject to the availability to Authority funding. The Authority has the right to withdraw any future funding. 

20.2
The Grant is for the period 1st April 2010 to 31st March 2013 only. No carry over of funds will be permitted.

21.
Amendments to the Grant Agreement 

21.1
This Grant Agreement and the Grant Letter set out the entire agreement between the parties. They replace all previous negotiations, agreements, understandings and representations between the parties, whether oral or in writing. Any amendments to this Grant Agreement and/or the Grant Letter shall only be valid if they are in writing and signed by an authorised representative of both parties.

22.
Freedom of Information 
22.1 
Where applicable, the Recipient and the Authority are required to comply with the Freedom Of Information Act 2000 (the “FOI Act”), any subordinate legislation made under the FOI Act and any guidance issued by the Information Commissioner.
22.2
The Recipient agrees to assist and cooperate with the Authority to enable the Authority to comply with its obligations under the FOI Act whenever a request is made for information which relates to or arises out of this Grant Agreement.

23.
Notices  

23.1
All notices, invoices and other communications relating to this Grant Agreement shall be in writing and in English and shall be served by a party on the other party at its address shown at the head of this Grant Agreement.

23.2
Notices delivered hereunder shall be deemed to be delivered:

23.2.1
if sent by hand, upon receipt;

23.2.2
if sent by pre-paid registered first class post (providing it is not returned as undelivered to the sender), two (2) Working Days after posting;

23.2.3
if sent by electronic mail, on the date of delivery subject to the following conditions:

(a) when an electronic mail is sent on a day which is not a Working Day or after 3:00pm on a Working Day the electronic mail is deemed to have been received on the next Working Day, and

(b) each electronic mail containing a formal notice under this Agreement shall be sent with a delivery receipt requested and shall not be deemed to have been received until the sender receives a confirmatory delivery receipt

24.
Contract (Rights of Third Parties) Act 1999
24.1
No person who is not a party to this Grant Agreement shall have the right to enforce any its terms.

25.
Governing Law
25.1
This Grant Agreement shall be subject to and construed in accordance with English Law and subject to the exclusive jurisdiction of the courts of England and Wales.

26. 
Blackpool Compact 

25.1
The Recipient is a voluntary organisation and part of Blackpool’s Third Sector Strategic Partnership. The Recipient will comply with the principles outlined in the Blackpool Compact document and Codes of Practice.  

Guidance and Further Information
The Blackpool Third Sector Strategic Partnership provides guidance and support to voluntary organisations and is committed to building a world class Third Sector for the town. The Partnership had organised specific workshops to provide training to organisations on the following areas: 

· Service Level Agreement and grant funding applications

· Quality assurance models

· Outcome-focused models

If you require any further information and guidance, or wish to attend any of the workshops, please contact the Blackpool Third Sector Strategic Partnership (BTSSP) on (01253) 624505 or write to: 95 Abingdon Street, Blackpool, FY1 1PP.

For any queries relating to the financial aspect of the Grant Agreement, please contact Blackpool Council’s Financial Services on (01253) 478939 or write to: Blackpool Council, PO Box 11, Town Hall, Blackpool, FY1 1NB.
Acceptance of Grant

The Recipient and the Authority shall sign and date the Acceptance of Grant as a formal agreement to the Funding Details and Terms and Conditions of the Grant Agreement. 

Name: 

Signed……………………………………………     

On behalf of (name of organisation) 

Date:

Name:

Signed………………………………………………..

On behalf of Blackpool Council                          

Date: 
Annex A

Outcome-focused Model

As detailed at Clause 8, the Recipient shall complete the Outcome-focused Model and submit this to the Authority for inclusion in the Grant Agreement. The model template is detailed below:

If you require any further information and guidance relating to the outcome-focused model, please contact the Blackpool Third Sector Strategic Partnership (BTSSP) on (01253) 624505 or write to: 95 Abingdon Street, Blackpool, FY1 1PP.

	Strategic Aim


	Impact

	
[image: image1]
Specific Aims

The intended result of our 

Actions. The total of specific aims

 = the strategic aim.
	Outcomes
Changes that have actually occurred 

as a direct result of our actions (or inactions). The total of the outcomes = the impact.

	
Activities and Objectives
The things that we do in order to 

meet our specific aims. 


	Outputs
The net sum of our activities. 
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