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Guidelines and Criteria 
Introduction to the Local Festivals Fund
The Local Festivals Fund supports the celebration of the City’s people, places, arts and cultural heritage. The quarterly funding program aims to encourage and assist Not-For-Profit organisations and community groups to develop small to medium scale local neighbourhood festivals or events that celebrate the City’s community spirit, identity, arts and culture and engage the growing communities across our municipality.
The fund has a maximum of up to $10,000 available per project. Funding provided in the current financial year does not assure that funding will be available in future years. This fund is intended for seed and development funding and applicants are encouraged to seek out other sources of sponsorship to complement the support of council.

Local Not-For-Profit organisations and community groups can apply for funds for costs associated with delivering community festivals or events. 
Interested applicants must read the Guidelines and should contact the Arts Administrator at the City of Port Phillip on 03 9209 6217 to discuss your project and application before applying for funding.
The Local Festivals Fund is a contributor to the Council Plan, Municipality Health and Well Being and the Events Strategy. These Plans inform the assessment process (*see below for links).

The City of Port Phillip aims to plan, attract and direct events to ensure our city is welcoming, healthy, safe and vibrant for all. It is commonly recognised and accepted that events bring a wealth of benefits to a community, from health and wellbeing of residents through to economic development for local businesses, cultural vibrancy and social engagement.
*Council Plan and Budget - City of Port Phillip Website
*http://www.portphillip.vic.gov.au/health_and_wellbeing_plan.htm
*http://www.portphillip.vic.gov.au/CPP0045_EventsStrategy_v12.pdf
Other Council Funding
Information about other City of Port Phillip grants and related funding sources can be found at: http://www.portphillip.vic.gov.au/council_funding_opps.htm
**Links to information about funding outside Council can be found at the bottom of this website page.
Local Festivals Fund Application rounds

The Local Festivals Fund is open to applicants in four rounds throughout the year, as per the following:
For Events Occurring
Applications Close

July – September 2020
15 May 2020
October - December 2020
14 August 2020
January - March 2020
13 November 2020
April - June 2020
19 February 2021

Submitting your application 

Applications need to be received by the deadline for the appropriate round. 
Applications may be submitted to an earlier round if a decision is required with more time before the event. This should be discussed with the Arts Administrator.
Who is eligible for funding? 

Council encourages applications to the Fund from Not-For-Profit organisations and community groups that demonstrate the involvement of a cross section of the community.  A clear understanding of the factors that contribute to successful and safe community events will be an advantage to applicants.
Applicants that have a financial relationship with the City of Port Phillip (e.g. as existing funding recipient, contractor or creditor) must declare this connection in the application. All information will be assessed accordingly.
Applications that will not be considered
The City of Port Phillip Local Festivals Fund will not fund festivals that:

· Seek to attract only a special interest audience and/or recruit new members (e.g., religious, political, members only)

· Are created and/or promoted primarily as a fundraiser

· Are organised by an individual or private for-profit enterprise

· Projects which require retrospective funding, i.e. projects which have commenced or are completed

· Previous recipients who have not fully met previous funding or acquittal obligations. Failure to meet the conditions of previous Council funding agreements will cause an applicant to be ineligible for any further Council funding.
· Activities outside the City of Port Phillip will not be eligible
Assessment process

The Local Festivals Fund is a competitive fund and the Port Phillip City Council cannot fund all the applications it receives. Applications are assessed by an internal assessment panel with expertise and experience relating to community grants and events. The success of applications is determined by the application’s merits against the funding criteria and program objectives, and in competition with assessment against other applications. 
Assessment Criteria

Essential Criteria – the following criteria must be addressed and articulated in the application:
· Demonstrate a high degree of support within the community for whom it is intended and value to the cultural life of Port Phillip.
· Encourage audience development and participation of residents in the arts and cultural activity

· Be affordable and provide equitable access for City of Port Phillip residents

· Be produced in an environmentally responsible manner and have minimal impact on residential amenity. Outline strategies for waste minimisation and/or recycling.
· Provide a balanced budget which includes in-kind and financial contributions by the organisation; project expenditure equal to project income and applicant must demonstrate that the project can proceed if other funding applications are unsuccessful.
· Leverage other sources of funding or make compelling case for requesting full amount from Council. This can include in-kind support.
Desirable Funding Criteria:
The ability to address and articulate any or all of the following may strengthen your application:
· Actively involve City of Port Phillip residents in the artistic content of the event
· Profile City of Port Phillip arts and cultural organisations
· Promote access tolerance and diversity within the community
· Develop partnerships with other local organisations 

· Enhance the profile of the City of Port Phillip as an outstanding, vibrant arts environment 
· Showcase and promote City of Port Phillip as a destination, demonstrating economic benefit
Funding Requirements 
Funding agreement

Successful applicants will be required to enter into a formal agreement with the City of Port Phillip before receiving a grant.
Acquittal Report

It is a condition of the grant that an acquittal report be submitted within eight weeks of the date of the festival or event. The guidelines for reporting are detailed in the applicant funding agreement.
Access and Support
Auslan translation services are available on request from applicants.

Arts Access is a peak organisation in Port Phillip which may also assist with advice http://www.artsaccess.com.au/ . Multicultural Arts Victoria is a peak organisation in Port Phillip which may also assist in an advisory capacity. 
http://www.multiculturalarts.com.au/

Legal and insurance standards

All applicants must ensure that they comply with all legal and insurance standards. For certain projects that include public participation or occur in public areas, applicants will be asked to produce proof of public liability insurance (certificate of currency). 
Funds as taxable income

Any monies received by the grant recipient will be considered to be taxable income unless the Australian Taxation Office has declared the organisation a tax-exempt body. For detailed information visit www.ato.gov.au or phone 13 28 66.
GST (Goods & Services Tax)

Organisations and individuals are strongly encouraged to clarify their GST status and indicate on the application form what that status is. For detailed information visit www.ato.gov.au or phone 13 28 66
Applicant responsibilities

Successful applicants must ensure they act with fairness and equity in all matters concerning staff recruitment and management, for both paid and volunteer staff. 

Funded applicants are required to comply with relevant Acts such as:

· Fair Work Act 2009 

· Equal Opportunity Act 2010
· Racial and Religious Tolerance Act 2001
· Charter of Human Rights and Responsibilities Act 2006
· Victorian Privacy and Data Protection Act 2014

· Disability Discrimination Act 1992
· Victorian Disability Act 2006

· Occupational Health and Safety Acts, Regulations and Codes of Practices

· Victorian Workcover Scheme
Permits and Local Laws and Council Advice

Events in Council venues or open spaces (such as parks and foreshore) may need permits or hire agreements.  Applicants proposing projects which include the building of temporary structures, or performances or events in public and open space, may need advice regarding a permit application prior to application submission.
*Please note that some permits may require a fee, which will need to be included in the project budget.
It is advisable to discuss your idea with the Arts Administrator prior to contacting other Council departments. For advice from areas of Council responsible for assessing the permitting needs of your project, please check the following:
Events advice (for events in open space)

Events Advisor 9209 6320
dsneddon@portphillip.vic.gov.au
It is important that if you are organising an event in an open space that you contact the Arts Administrator to co-ordinate a time to discuss your event with Arts Administrator and Events Advisor before applying for your event.
For more information to support your application it is recommended that you refer to City of port Phillip’s Events Strategy 2015 – 2017:
* http://www.portphillip.vic.gov.au/Events_Strategy_FINAL.PDF
Making Your Project More Environmentally Sustainable

Applicants should consider environmental impact when planning the project/ event. To make your event more environmentally sustainable you can:

· Avoid balloons. Helium balloons can be hazardous to wildlife and our waterways and are not to be used. The City of Port Phillip has joined with Zoos Victoria in their campaign to replace helium and non-helium balloons with other environmentally friendly alternatives.

· Consider ways to reduce the use of single-use plastic 

· Avoid distributing straws or plastic bags 

· Avoid disposable decorations

· Promote recycling

· Consider ways to reduce power consumption

· Utilise e-ticketing or recyclable ticketing

· Promote public transport, walking and cycling to your event

· Consider resource sharing with other organisations or project supporters

· Wash crockery and cutlery rather than use disposable

· Promote reusable coffee cups rather than take-away cups

· Provide drinking water to reduce the use of plastic bottles

· Compost any food waste

For advice about making your event more sustainable contact Lisa Paton, City of Port Phillip Sustainable Programs on 03 9209 6690 or Lisa.Paton@portphillip.vic.gov.au
Local Laws Permit advice: 9209 6216 (for road closures) 

devpermits@portphillip.vic.gov.au
City Business advice: 9209 6443 for advice on liaising with local trader’s precincts
dknight@portphillip.vic.gov.au

Sustainability Advice: 9209 6690 for advice on strategies for sustainability at events
jdonlen@portphillip.vic.gov.au
Meetings & Events advice (for small events in Council spaces – 200 people or less)

9209 6500
stkhall@portphillip.vic.gov.au
Planning and Building advice (for temporary structures in open space not undertaken by Council) 

Planning permit advice: 9209 6424
planhelp@portphillip.vic.gov.au
Building permit advice: 9209 6253

helpbuilding@portphillip.vic.gov.au
Future funding

Funding provided in the current financial year does not assure that funding will be available in future years.
How to apply
Potential applicants are encouraged to contact the Arts Administrator to discuss their event before applying for Local Festivals Fund and at any time during the application process. 
1. Read the Guidelines and Criteria carefully to make sure it is the right fund for you and you know what is expected

2. Contact the Arts Administrator on 9209 6217 to discuss your event and how it may relate to the Guidelines and Criteria.

3. Check the quarterly closing date for applications.

Quick Tips for online submission 
· Read the basic tips and the Applicant Help Guide on-line (see a direct link to the Help guide at the beginning of the online application form) 
· It is recommended that applicants save versions of initial drafts in a downloadable pdf version of the application for a back-up record.(see instructions in the Help guide) 

· It is possible to cut and paste text (particularly the expanded project description) from a draft word document to the appropriate field in the electronic document. 

· Please note that it is best not to cut and paste data into the fields on the on-line budget page, but to fill this in directly. The budget page has an automatic addition capacity.
· The final application is submitted in the online format. Save a pdf copy of electronic version of your completed online form prior to final submission.

· A confirmation of submission email should be received within ONE WORKING DAY of submission with a final pdf copy of your application attached.

· The majority of the questions in the on-line form are compulsory fields. The application cannot be submitted unless all of these fields are completed.           (an * appears next to these fields.) A dialogue box will appear on clicking the submit button on the final page if there are any empty fields.

· Two fields in the form have specified word limits. (the Project Summary and Expanded Project Description.) If these fields are over their word limits, a dialogue box will appear when you click the submit button. 

· It is advisable when completing the online application form to Click on SAVE at the end of each page. Access will time out after one hour, so it is important to save frequently. 

· If any difficulty is experienced in accessing the on-line application or an application confirmation email is not received, please contact the Arts Administrator as soon as possible on 9209 6127.

Application Support Material
The following support documents may be uploaded with the electronic application. Please use WORD or pdf formats. Please limit size of individual documents to 2MG.
Ensure you have included all material as outlined in the application checklist:

· Confirmation of commitment from supporting venue/s

· Letters of support from participating organisations and or partners 

· Proof of public liability cover to the value of $20m (where necessary)
· Resume highlights of the key personnel (only contain information relevant to the project)
· A letter of confirmation from your auspice body (where applicable)

· Key examples of previous project promotional material, reviews articles or stills or supporting images of previous events 

· Supplementary budget information (where applicable)
· A risk management plan; including a matrix identifying risks and measures to minimize risks (the detail provided with this will depend on the size of the event you are planning.)
If any problems are experienced with uploading documents, please contact the Arts Administrator.

The application online application will also include fields where applicants may enter links to Vimeo, Facebook or you tube as additional supplementary material. Please ensure that these links do not require passwords for access and limit the file size where possible. As this is a trial, we are suggesting that any performance footage also be submitted as a DVD format.
Additional Supplementary Material (hard copy submission)

· Printed support material (photographs, colour copies, promotional material, reviews) should not exceed 10 pages and should be labelled with titles where appropriate)

· All CD/DVD/ material should be a maximum of 5 minutes duration (music, performance, film)

· Individual images or stills (no more than 10) may be submitted on CD or USB. Individual image size should be less than 1MG each) 

· Copy of published text  or short examples of draft text

· For short film applications, please submit a two page short film synopsis with story arc and key characters, location stills, film stills

· Other support material may include permissions or copyright documentation. Please label CDs/DVDs with applicant name and name of project where applicable.
To submit physical support material, please download and complete the 
Supplementary Material Cover Sheet from the Fund website page. Attach it to the material and either:
Submit by mail by Friday 11 August 2017 to the: 

Local Festivals Fund
Arts and Culture Department
City of Port Phillip
Private Bag No 3
PO St Kilda VIC 3182

Or you may deliver by hand (marked attention of Arts Administrator) to the:
Assist Desk 
City of Port Phillip
Ground Floor, St Kilda Town Hall 
St Kilda Town Hall

99a Carlisle Street, St Kilda (opposite St Kilda Library)

Further information: 
Potential applicants are encouraged to contact the Arts Administrator to discuss their project or the application process.

Ph:9209 6217 e: lff@portphillip.vic.gov.au

4. Submit one (1) original and two (2) photocopied versions of your application.
�








NOTE: The assessment panel may not consider applications that do not include all of the information requested on the application form or if the budget is not completed properly. Please keep a copy of this application and the supporting documentation for your files.
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