RedRECURRING GRANT OVER £10,000
ANNUAL MONITORING FORM & FORWARD PLAN
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OFFICE USE ONLY:     FORMS MUST BE KEPT FOR THE FINANCIAL YEAR THE CLAIM IS MADE AND 6 FURTHER YEARS

	1. Organisation's name and contact details:

	






	2. Monitoring period:    	
	From:
	
	To:
	



	3. Briefly explain what mutually agreed responsibilities have been achieved, and any that haven’t, providing further information as necessary.

	








	4. Amount Of Grant Received:
	£



	4.1    Confirm Service Monitoring Officer has received the most recent annual accounts and that they have been checked by Finance. Results of discussion of any outstanding issues during monitoring should be noted below.

	









	4.2	If a charity, has the organisation complied with the legal obligations of the Office of the Scottish Charity Regulator (OSCR)?
	YES / NO / N/A



	4.3	Detail any changes to bank account details.

	






	4.4	Please highlight any particular strengths/successes in relation to financial management and spend, as well as any issues or concerns.
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	5.
	Project outcomes and outputs.  Please give as full details as you can, including how outcomes were measured.  The following should be completed for each component (for example work with the elderly and young people are 2 different components), please copy this section for each component:




	Component Description:
	

	Value of Award for this Component:
	£



	Outcomes
	Reach
(what the organisation has done to promote / advertise / connect with their clients, referrers, other partners & wider public)
	Quality
(What the organisation has done to ensure the service they delivered was safe and of a good quality)
	Impact
(Answers the “so what” question – what the organisation has done to ensure that they met the needs of the individual)
	Quality/Impact (Qualitative and Quantitative Data collected)
(List of evidence provided that covers Reach, Quality and Impact)


	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



	
	
	Actual Beneficiary Nos
	

	Outputs
	Target Group
	
	Quantitative Data Collected 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





	
	Fully
	Partly
	No

	Have Annual Targets Been Met?
	☐	☐	☐
	



	
	
	



	
	
	



	6.      Is the Organisation reaching its targets in assisting the Council to achieve its Strategic Priorities, Service Priorities or Partnership Plans? Plan for Fife

	









	7.	Future project targets to be achieved within next year:

	Target
	Timescale

	

	

	

	

	

	

	

	

	

	



	8.	Staffing – include any changes/issues that may impact on service delivery, i.e. change of position, grievance, long term absence, etc.

	









	 9.	Detail any changes to the Management Committee/Board of Directors.

	









	10.	Management issues
	Comments

	Are management meetings run appropriately?

	



	Are management meetings properly minuted?


	



	Are financial reports regularly provided at meetings?

	

	Is there a clear structure for decision making?
	



	Is the organisations governing document reviewed and discussed regularly? When was the governing document last reviewed and what date is the next review?
	

	10.1   Provide details of any other management issues. 

	







	11.	Support/training issues - include training undertaken/needs of Management Committee, staff & volunteers.

	








	11.1	Does the organisation have other support needs?

	








	12.	Project Management – indicate if the organisation has provided evidence of the undernoted items/policies, when these were last revised and next due to be reviewed.

	
Policies/Statements
	Held by Organisation
Yes / No / N/A
	Date Last Reviewed
	Date of Next Review

	GDPR

	
	
	

	Equal Opportunities

	
	
	

	Safeguarding

	
	
	

	Health & Safety

	
	
	

	Anti-Bribery

	
	
	

	Organisational Structure

	
	
	

	Code of Conduct

	
	
	

	Conflict of Interest

	
	
	

	Environmental

	
	
	

	Volunteering

	
	
	

	Complaints Procedure

	
	
	

	Business Plan / Action Plan

	
	
	

	Highlight any areas of concern:

	








	12.1	Fair Work First Policy / Statement

	Does the organisation employ staff?
	

	If yes, how many staff are employed?
	

	Are all employees paid the Real Living Wage?
	

	If no, does this apply to all staff (please advise how many)?
	

	Does the organisation have a Fair Work First Policy / Statement? If yes, when was this last reviewed and when is the next review due?
	

	If no, are the organisation working towards a Fair Work First Policy / Statement?
	

	If no, has the organisation applied for an exception?
	

	Does the organisation have a Workers Union / Forum / or other platform for employees/volunteer's voices to be heard?
	



	13.    What insurance policies are held by the organisation and what date are these next due for renewal? 
	Yes
	No
	N/A
	Renewal Date

	Public Liability Insurance
	
	
	
	

	Employers Liability Insurance
	
	
	
	

	Professional Indemnity Insurance
	
	
	
	

	Trustees Indemnity Insurance
	
	
	
	

	Buildings Insurance
	
	
	
	

	Contents Insurance
	
	
	
	

	Events Insurance
	
	
	
	

	Other Insurance (please provide details)




	
	
	
	



	14.	Explain how your organisation raises/attracts additional funding.

	







	14.1 	How will the service be sustained should Fife Council funding cease (e.g. exit strategy, business plan, ongoing management and funding arrangements)? Sustainability The Lasting Difference 

	








	15.	Are there any issues of concern picked up in previous years still outstanding?
	How will the organisation address these?
	Timescale

	



	
	

	



	
	

	



	
	



	16.	Are there any new areas for concern that should be highlighted?
	How will the organisation address these?
	Timescale

	



	
	

	



	
	

	



	
	



	17.	Highlight possible changes to the Service Level Agreement and provide reasons why change is necessary.

	








	18.	Other comments:

	














	19. Conclusion

	Having carried out the annual monitoring exercise of this organisation, confirm:


	1.
	The organisation is fully meeting their responsibilities as detailed in the Service Level Agreement

	☐
	2.
	There are minor issues, detailed above, that need to be addressed

	☐
	3.
	There are major issues, detailed above, that need to be addressed and remitted back to Committee for decision.

	☐


Completed by:

	Name of Link Officer

	

	Signature of Link Officer

	

	Date

	




	
	
	



	Updated March 2025
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