2026/27 Waltham Forest
Community Ward Funding Guidance

1. What is Community Ward Funding?

Waltham Forest Councillors are given an allocation of funding by ward which they award to
projects they feel will have the most relevant impact in their respective areas, and best fit the
criteria of the funding round’s theme.

The theme for this year's Community Ward Funding will be Waltham Forest Futures. We are
inviting applications for funding that will enable our residents to create and contribute to the
opportunities their communities need, whilst laying the foundation for longer term, sustainable
change that will continue to benefit future generations of our Borough.

There isn’'t one predetermined future for our borough.

Communities know what is best for their local area and by coming together they can build the
outcomes they want. While Council services have their part to play, Community Ward Funding
enables residents to test what’s possible for a better tomorrow.

Your application for funding should demonstrate how you intend to bring together residents,
transform your ward’s unique spaces, or build skills and knowledge that residents can use to
enrich and improve their own day-to-day lives.

In your ward, Waltham Forest Futures could look like turning an under-used green space into
a patch for food-growing, establishing a fithess group to help residents on their journey to
improved health, a pop-up art space for upcoming talent, or a class teaching skills that will
enable residents to progress their business ideas or realise their creative goals.

Below are some examples of projects that could build Waltham Forest Futures:

Futures for Our People Futures for Our Places
Intergenerational Sports Competitions - Outdoor Film Festival
Children’s Cookery Classes - Local Producers’ Fair
Human Library sessions - An event series in a local park
Social event for families that foster - Establishing a Community Living
Training Youth Mental Health First Room
Aiders - Rewilding Corridors
‘Coping with grief meet ups - Improving access to facilities in
Language and Digital skills training shared spaces, such as bathrooms
Running support sessions for - Repair shops
residents to complete housing related - Community Growing Workshops
forms/paperwork

Please read application guidance in full before starting your application. If you require
further information, please contact cwfsupport@walthamforest.gov.uk .
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2. Deadline for applications

The funding round will open for applications on Tuesday 15t September.

Community Ward Funding will then remain open on a rolling basis, with no fixed deadline date
for submissions.

Applicants should be aware that councillors will also make decisions on a rolling basis, and
therefore once the available funding for a given ward has been allocated, we will be unable to
receive any further applications for that ward.

All projects must be completed by the declared project completion date. Projects are to be
completed no later than 315t August 2027.

It is not possible to award projects funding retrospectively.

3. Who can apply and how much can be applied for?

Wards are allocated an amount based on geographical size. Wards with two councillors are
allocated £6,660; wards with three councillors are allocated £10,000.

Individuals and Organisations of any size can apply for any amount of funding. Councillors have
the flexibility to make local arrangements for their ward to set limits on how much funding can be
allocated to each application.

To apply on behalf of an Organisation, you must be either the Treasurer or a Lead Member. You
may be required to evidence this before the respective ward councillors decide whether to fund
your project.

4. Which ward do | apply to?

You should apply to the ward where the project is taking place or where residents of that
ward will see a direct benefit. For each project, you can apply to a maximum of three
different wards (please note these do not need to be neighbouring wards).

If you are applying to multiple wards with the intention of them part-funding the same project,
you will be asked to declare the total amount of requested funding on the application form.

If you are applying for funding for multiple, different projects, you will need to submit separate
application forms for each project.

Funding decisions are made by the Ward Councillors. You are therefore encouraged to
speak to your local ward councillors before submitting your application. You can find
contact details for your local councillors here.

5. What type of projects can be funded?

We encourage projects that will help strengthen sense of community and belonging. Your
project could be to bring people and communities together, create opportunities for residents to
learn something new or reduce social isolation in your neighbourhood. Projects may range from
a one-off, inclusive event to a series of workshops, or a programme of activities aimed at a
specific audience, such as young people. Funding could enable you to hire a space, provide

training equipment, teach new skills or encourage use of a public space.
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Projects must be delivered and take place within the borough of Waltham Forest.
6. What type of projects or costs cannot be funded?

Community Ward Funding unfortunately cannot support individuals, families or businesses
facing hardships. Please check our cost-of-living support pages to see if you, or residents you
support, are missing out on any help to which you're entitled:

- Support for Local businesses
- Support for Residents

o Community Ward Funding is not to be relied upon as core funding, or as a regular source
of funding for community projects. Community Ward Funding is to be used for specific,
project-based activities and is not to support ongoing running costs or overheads for
organisations. For example, if a project does not have a clear start and end date and a
definitive cost breakdown, the project is not suitable for funding.

¢ Funding cannot be used to pay yourself or your organisation’s payroll staff to deliver
the project. You are able to fund additional support to help facilitate your project who must
be paid via an invoice that clearly states the services they have provided, and the hours
worked. Examples of acceptable forms of additional support are:

- A musician hired to perform at your event.
A chef hired to run a cookery class.

An artist hired to run a creative workshop.
A face painter hired to work at your event.

o Community Ward Funding cannot be used to fund political or religious events or distribute
material or resources of a political or religious nature and must be inclusive to all.

e Projects funded by Community Ward Funding must be delivered within Waltham Forest.

¢ The funds cannot be used to cover the cost of items such as alcohol, cigarettes or used
towards profit-making activities and gambling, such as raffles. The funds also cannot be
used to cover the cost of single-use plastic items such as plastic cups.

¢ If your funding application contains spend on prohibited items, you may still be awarded
funding, but your offer letter will state which items are exempt from your grant. If you try to
claim for exempt items, these will not be counted towards your total reimbursement. We will
not reimburse for items that are prohibited, so if you are unsure, please check before
you make a purchase.

¢ Only costs outlined in your application will be reimbursed, providing receipts or invoices
have been submitted. Prohibited items in your application form will not be reimbursed.

¢ You cannot apply for funds to cover projects that have already happened or for items that
have already been bought.
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7. Projects requiring additional permissions

If you are looking to host an event in a public space, please ensure you include hire costs as
part of your Community Ward Funding application. Information on venues and parks available
for hire can be found here.

If your application does involve a permanent structure your funding may be subject to review
by other services such as highways and planning. If appropriate you will be required to submit
the respective applications for other processes, such as planning permission.

Councillors awarding funding does not guarantee that additional permissions will be granted.
8. Hints and tips for completing your application

o Tell us how your project will directly contribute to delivering a better tomorrow for Waltham
Forest — who it will impact, the immediate benefits to the community and the long-term
improvements it aims to set in motion

e Provide a detailed breakdown of costs; this will help councillors understand how you plan to
spend the money and ensure it meets the requirements

¢ When looking for a quote, consider value for money, impact on the environment and
supporting local businesses and providers

¢ You can make the text on the screen bigger by adjusting your browser settings

o Please bear in mind the amount allocated to each ward, and whether the amount your
project requires is viable

e Applications will be submitted via Microsoft Forms which can be accessed via laptop, tablet
or mobile phone

When councillors are reviewing applications, they will be considering the impact the project
will have on the community and how it aims to meet the theme of Waltham Forest
Futures.

Applicants are encouraged to highlight the outcomes of their project within the application
process. An outcome is a result you expect your project to achieve. Your project is likely to have
more than one outcome; here are some examples:

e An outcome of a Repair Shop may be that ‘fewer items go to waste and landfill’, while also
being ‘cost effective to vulnerable residents. The future benefits are therefore on the
environment and the living standards of residents.

¢ An outcome of a Digital Skills class may be that ‘participants gained useful skills. The future
benefits therefore might be that residents are helped to access opportunities such as
employment and can share knowledge with other residents to help improve their lives.

You can also include any specific targets for your project in your application. For example, when
setting up a sports club your target may be ‘to engage 30 local young people between the ages
14-20.
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Having clear outcomes will also help you plan your project and focus on what is the best use of
funding. For example, while refreshments would be nice, could using your funding towards more
learning resource or arts materials contribute more directly to the aims of your project?

9. Digital support for applications

If you don’t have access to complete your application online or would like further support to
make your application, please contact us:

Email:
CWEF Support@walthamforest.gov.uk

Post:

Community Ward Funding Team — ClIr Services
Fellowship Square

Waltham Forest Town Hall

Forest Road

Walthamstow

E17 JF

The CWF Team are available for in-person support sessions if you would benefit from additional
help and support to complete your application. Please contact us at
cwfsupport@walthamforest.gov.uk to enquire about booking on to a session.

10. What happens next?

If your application is successful, you will be required to complete three requirements within the
given deadlines:

¢ An acceptance of your grant offer

You will receive an offer letter via email stating how much you have been awarded and if there
are any items in your cost breakdown that are exempt from funding. You will need to reply to
your offer letter to accept the grant and agree to the terms and conditions as per the date on
your offer letter. When accepting your grant, you will also be required to submit additional
documents, such as proof of your bank account details. Further details about the additional
documents required can be found under Documents required: successful applicants. By
accepting the offer, you are agreeing to submit all proof of project spend.

If you do not accept the offer by the deadline stated on your offer letter your grant will be
withdrawn.

Please note that you may not be awarded the full amount that you requested. If you are unable
to deliver the project with the awarded amount, you can decline the offer. See ‘returning
funding’ for more information.

¢ A final evaluation report

As you plan and deliver your project you will need to consider if the project has met its
outcomes, as this will be reviewed as part of your final evaluation.
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e A completed proof of spend table — including evidence of how you have spent your
funding, such as receipts, invoices and order/booking confirmations

You are required to retain evidence of how you have spent your funding so that this can be
reconciled at the end of your project. See further information under ‘Payment Plan’.

You will only be reimbursed up to the value your project was awarded.

Failure to provide correct documentation and project updates via these requirements may result
in the cancellation of your grant offer or debt recovery action being taken against you.

All projects must be completed by the declared project completion date. Projects are to be
completed no later than 31t August 2027. On completion of your project, your final evaluation
report and proof of spend must be submitted to us within 3 months.

If you have outstanding requirements (e.g. final evaluations, proof of spend) on Community
Ward Funded projects from previous years, you will not receive payments for 26/27 approved
projects until the outstanding requirements have been received and approved by the
Community Ward Funding team.

Payments will only be made to successful applicants upon confirmation that no monies are
owed to the Council, this may include, but is not limited to Business Rates, Council Tax and
Commercial Rent.

To ensure successful organisations are not already in receipt of funding for related project work
from other departments in the council, relevant checks may be carried out across council
services. While being a recipient of funding from other parts of the council may not disqualify
you from being awarded Community Ward Funding, you may be asked to provide further details
about your funding arrangements under due diligence.

A list of the successful project names and amounts awarded will be uploaded to the community
ward funding page annually - Community ward funding | London Borough of Waltham Forest.

11. Documents required: successful applicants
All Applicants (Required):

¢ Confirmation you are accepting the awarded amount.

o A copy of your bank statement, which must:
Be dated within the last 3 months.
Be in the name of the organisation applying (for constituted groups) or the
applying resident’s name.
Display the bank name, sort code and account number that your payments are to
be paid into.

For Constituted Groups (Required):

¢ A copy of your organisation’s constitution.

¢ A copy of your Public Liability Insurance.

¢ If your constituted group has been established for 15 months of more, please also
provide a copy of your previous years’ accounts.
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In addition, depending on your project, you will also need to provide the following:

e |f you employ staff, you must provide a copy of your Employer’s Liability Insurance.
e |f your project will be delivered in a school, provide a document confirming approval from
the appropriate Head Teacher(s).
e If your organisation is working with children or young people up to the age of 18, you
must provide both;
A copy of your Safeguarding Policy. Please ensure it is in line with Waltham
Forest’'s Safequarding Children Board
The name and Disclosure and Barring Service (DBS) vetting number of any adults
who will be working with children and evidence that safer recruitment checks have
been completed. If you are purchasing DBS checks as part of your application,
please upload written agreement that this will be in place before you begin your
project.
e |f your organisation is working with vulnerable adults, you must provide both:

- A copy of your Safeguarding Adults Policy and Procedure which also outlines the
training of staff and volunteers and how you will ensure staff are trained as part of
their induction and where this will be recorded and monitored.

The name and Disclosure and Barring Service (DBS) vetting number of any adults
who will be working with the vulnerable adults. If you are purchasing DBS checks as
part of your application, ensure these are listed in your cost breakdown and please
provide written agreement that this will be in place before you begin your project.
Please also advise on the action you will take if there are any records on the DBS
certificate.

All of the documentation listed above will need to be provided to
cwisupport@walthamforest.gov.uk

All documents will be stored securely in line with our GDPR and auditing processes.
12. Safeguarding

If you are working directly with people, all individuals within your organisation should be able to
recognise the different types of abuse, identify the signs and where to go for help. Even if you
are not part of a formal organisation, it is your responsibility to ensure you have undertaken
relevant safeguarding training.

If you are concerned that an adult with care and support needs is being abused or neglected or
is self-neglecting, please contact the London Borough of Waltham Forest immediately on 020
8496 3000 or follow this link to complete an online referral form

For further guidance regarding Safeguarding Policy and Procedure and DBS checks, visit the
Community Waltham Forest safeguarding webpage.

For further guidance on Safeguarding Adults, visit the London Borough of Waltham Forest
Safequarding Adults webpage.

13. Payment Plan

After receiving your grant acceptance and proof of bank details, we will make an initial payment
of 75% of the awarded grant.
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You will receive the outstanding balance on your grant once your project is complete and you
have provided full evidence of your project in the final evaluation. Project evidence in this
instance includes all your receipts and invoices and, where appropriate, photos of your project.

A final evaluation form and proof of spend template will be provided to you for completion.
Project evidence will not be processed without a completed proof of spend table.

14. Acceptable Proofs of Spend

Invoices must have the following:

- aunique identification number

- the company name, address and contact information

- the company name and address of the customer you’re invoicing
- aclear description of what is being charged for

- the date the goods or service were provided (supply date)

« the date of the invoice

- the amount(s) being charged

- VAT amount if applicable

« the total amount owed

« must be on a template

Receipts must have the following:

» the shop/business name and business address

* aclear, itemised list of what has been paid for with a cost against each item
» the date and time of purchase/payment

» the total amount charged

» card machine receipts will only be accepted if accompanied by a corresponding till receipt.
The till receipt will contain the itemised detail we need as proof of spend

» receipts for items purchased before the approval date of your project application will not
be reimbursed

* receipts for items purchased after the completion date of your project will not be
reimbursed

» handwritten receipts will only be considered for payment if written on sales stationary
specific to a shop or business

* we wish to support the purchase of items from independent and local shops and
businesses, if they are not able to supply an itemised receipt showing the business name
and date of purchase, we may not be able to accept these as proof of purchase.
Supplementary evidence such as photographs from inside the shop showing items and
price labels may be required

15. The following are not acceptable costs to claim as part of your project

Receipts for cash prizes or vouchers offered at your event/project
e Receipts for single-use plastic items such as plastic cups
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¢ Receipts for travel costs including taxis, petrol, travel to/from venues for yourself and
additional staff, and ULEZ, Congestion, and Toll Charges

¢ Invoices to pay yourself or payroll staff for work undertaken, including admin, promotion,
delivery, facilitation, and invoices addressed to the Community Ward Funding Team

e Invoices for administration costs such as office space hire, time taken to complete
applications, flyer design and distribution, social media promotion

o Receipts for expenses paid to staff in lieu of actual payment, such as meals, gift cards,
or travel. If additional/freelance staff are to be paid for their work on your project this will
need to be done via invoice. We will only pay the net amount on any acceptable staff
costs

o We will not reimburse for alcohol purchased
Anything not declared on the application form. If you need to make a change to your
proposed cost breakdown you must write to the funding team who will seek councillor
approval before purchases are made

o Existing/ongoing rental costs/overheads, such as Wi-Fi

e Bank charges
16. Returning funding

If your project cannot go ahead, you will need to return any funding paid to you. Please email
cwfsupport@walthamforest.gov.uk where the team will provide further details for you to make
the payment. You will also be asked to return funding if you cannot prove that the event took
place by providing the required final evaluation and proof of spend, or if the total spend
evidenced falls below the amount of any payments you have already received.

17. Promoting your project and sharing its success

If your project is successful and you will be using publicity or communication materials to
promote it, you must contact the CWF team to receive a copy of our logo. Please ensure
that the logo is visible on all printed, web and any other media material, together with enough
text acknowledging the support of LBWF’s Community Ward Funding. A draft of your publicity or
communication material must be sent to the community ward funding mailbox

CWEF Support@walthamforest.gov.uk for review and should not be circulated until approval is
provided.

We want to hear how your project went and share its success. Take photos of your project in
action and let us know what participants said. If you are taking photos of people, please ensure
you have their permission to take their photo and let them know it could be used by the
Council to promote future community ward funding.

You are required to invite and/or welcome ward Councillors to any official opening or event.

18. If your application is not successful

We anticipate a high volume of applications, unfortunately not all applications will be successful,
and some successful applications may be allocated less money than they are applying for.
Unsuccessful applicants can reapply in future rounds. If your application is unsuccessful, you
can contact councillors in the wards you applied to and request written feedback.
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