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PLEASE BE AWARE THAT FOR 2008 / 2009 WE HAVE MADE S EVERAL CHANGES TO THE 
HAFAD APPLICATION FORM AND GUIDELINES SO PLEASE REA D ALL INSTRUCTIONS 
CAREFULLY.  
 
These guidance notes form part B of the application pack for Northwest Vision and Media’s 
Regional Investment Fund for England; Heritage, Access to Film and Audience Development 
Funding Programme. You should read them carefully before you request and complete the 
application form. 
 
These guidance notes apply to applications that nee d to be completed and delivered to 
Northwest Vision and Media’s Manchester Office by 1 pm Monday 3rd December 2007. 
 
Please note that the BBC reception will not take ha nd delivered packages, so you must post 
your application in good time and we recommend regi stered delivery. 
 
If you have access requirements with regards to the se guidance notes or the application 
form please email Northwest Vision and Media on jen nyh@visionandmedia.co.uk 
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Making An Application 
 
 
IMPORTANT: Please read the information about the pr iorities for each strand of the 
programme and make sure that you fill in the applic ation form fully and correctly. 
 
Organisations can only make one application a year to this fund.  
 
If you produce your own version of the application form, you must make sure that it follows the 
same format and includes every question. The pages should be A4.  
 
You must submit two copies of your application and all supporting materials. Applications and all 
attached supporting information must be typed.  
 
You need to answer each question on the application form in the space provided. Each box is 
designed to increase/expand if you input a lot of information.   
 
To ensure that Northwest Vision and Media can provide the best advice to you about whether this 
programme is appropriate for you we ask that you submit your request for an application form by 
email to the email address listed below. We will then email you an application form once we are 
certain you and your project is eligible. 
 
If you have any questions regarding the application process or more specifically about one of the 
three strands please put your query in an email and send to the email address below. 
 
For hard copy application forms please email jennyh @visionandmedia.co.uk 
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Returning Your Application Form 
 
 
Please read the checklist at the end of the application form to make sure you have completed all 
the necessary stages before posting the application.  
 
It is essential that two people entitled to sign on  behalf of your organisation have signed the 
declaration at the end of the application. 
 
IMPORTANT: All applicants must submit a full projec t plan including  

 
· Full details of the proposed programme, listing aims and objectives  
· Evidence that your organisation has the ability to manage a project of a similar scale?  
· A detailed budget for your project. 
· A 12 month cash flow schedule 
· A 12 month schedule that highlights when the activity will take place 
· CVs of all staff/brought in expertise involved in delivering the project 
· Your companies/organisations constitution and/or an agreed set of rules and/or the company’s 

Memorandum & Articles.  
· A set of your most recent annual accounts and monthly management accounts to demonstrate 

that your organisation is financially sound 
· Board commitment to the project  
 
For applications of £20,000 or above a full business plan will also be required.  
 
You should keep a copy of these guidance notes and a copy of your completed application form for 
your own records. 
 
We require 2 signed and dated copies of your application and 2 copies of all supporting material. 
We cannot accept faxed, emailed or applications on disk as we need original hard copies that are 
appropriately signed and dated by the applicant.  
 
Please ensure that you deliver your application by: 
 
1pm on Monday 3 rd December 2007 to 
 
Jenny Hughes 
Funding Department Manager 
Northwest Vision and Media 
BBC Manchester,  
Oxford Road 
M60 1SJ 
 
Please note that the BBC reception will not take ha nd delivered packages, so you must post 
your application in good time and we recommend regi stered delivery.
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Assessment Process 
 
 
Unique Reference Number 
 
On receipt of your application we will check your application to ensure that it has been completed 
properly and is eligible. If your application is not eligible, we will reject it and let you know why.  
 
If your application is eligible, you will receive a letter within 10 working days, acknowledging that 
we have received your application. If you have not received an acknowledgment in this time, you 
should contact us.  
 
If your application is incomplete you may be marked down so please refer to the checklist in the 
application form to ensure that you have submitted all of the relevant documentation.  
 
When we acknowledge that we have received your application form, we will give you a unique 
reference number.  If you need to contact us at any stage throughout the assessment process and 
to help us deal with your enquiry promptly, please quote this reference number.   
 
If any of the details you have provided on the form change while we are assessing the proposal, 
you must tell us immediately. If the main contact point at your organisation changes during the 
assessment period, it is essential that you tell us of this change. 
 
Northwest Vision and Media is obliged by its funder s to keep all information relating to any 
application. We cannot return any material submitte d to us as part of your application.  
 
 
Assessments 
 
Once applications are entered onto Northwest Vision and Media’s Database System they will then 
be sent out to one of our independent external assessors who are sourced from outside the region 
and are recruited for their expertise and specialism. When assessing we will draw on this pool of 
assessors and will select the most appropriate assessor depending on the application. Eg: Any 
application for Festival funding will be assessed by someone with experience in Audience 
Development. 
 
These assessors will only score applications on the data provided. Therefore it is crucial that you 
include all the relevant information. Even if you have applied before your application may be sent 
to someone who has no previous knowledge of your organisation, your history or your project. 
 
The external assessment period for this year will be from December to early January 2008 
 
The external assessor will score your application against the relevant criteria as outlined on the 
following page. If you score 2 or less in any of the 4 criteria (see Criteria/Scoring Section) your 
application will be rejected at this stage. All applications that score 3 or above on all criteria will be 
invited for an interview with Northwest Vision and Media’s HAFAD panel. 
 
This Panel will be made up of representatives from Northwest Vision and Media’s Board and the 
UK Film Council in addition to external industry experts.  
 
The Panel will be likely meet from 21st-23rd January 2008. These interviews will be held in 
Manchester and will last for approximately 40 minutes. The Panel will ask you a number of 
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questions based on the external assessment and the decision will be final. You should ensure that 
all key staff involved in delivering your proposed programme of work are available to attend this 
interview. 
 
This is a competitive programme and we will assess your application by comparing it with other 
eligible applications. We will assess applications against the four general criteria below and the 
criteria for each of the three strands.  
 
Criteria and Scoring 
 
Each applicant must meet the Mission and priorities of Northwest Vision and Media and the UK 
Film Council to be eligible.  
 
Then we will consider the following 4 general criteria: 
 

1. The quality of the proposed activity (Your project must be of the highest standard and must 
meet all Northwest Vision and Media’s objectives for this fund) 

2. Public benefit (Your project must benefit the region, the industry and the public and 
contribute to social inclusion, cultural diversity and access to film and moving image 
activity) 

3. Ability and commitment (You must provide evidence of ability and demonstrate your 
commitment to the regional film industry) 

4. The financial viability of the proposal (Your must show that your project is financially viable, 
represents value for money and where appropriate, it will lever a suitable level of 
partnership funding) 

 
Please note that all applications will be assessed on how they meet both the strand criteria (listed 
in “Document A” and the general criteria listed at the end of this document. More details on what 
these general criteria cover can be found in the last section of these Guidance Notes. After 
assessing the general criteria, we will then assess whether the application meets the specific 
criteria of each strand. 
 
Your application will be given a maximum score of 5 under each of the above 4 criteria making a 
maximum possible score of 20.  A list setting out what is considered under each criterion can be 
found in the last section of these Guidance Notes.  
 
Each application during external assessment and panel interview is scored as follows: 
 
Score    
1 
  

Poor Weak on the majority of the elements. 
Problems on some of the elements. 
 

2 Weak Adequate to weak on the elements. 
Problems on some of the elements. 
 

3 Average 
 

Adequate on most of the criteria.  
 

4 Good Performs well on all the elements. No 
problems with any of the elements. 
 

5 Excellent Excels on several of the elements within the 
criteria. Performs well on all the rest. No 
problems with any of the elements. 
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An application, which scores 2 or less on any one criterion, will be rejected. 
 
You must supply evidence of match funding and list your other funding partners in the application 
form.  
 
You must include all the documentation requested otherwise your application will be scored down. 
 
In the event that Northwest Vision and Media’s HAFAD Panel does not have sufficient funds to 
support all the projects that meet our criteria and score highly, they will give priority (and award 
further points) to projects that meet the following criteria: 
 

· The extent to which your proposal contributes to the long-term development of the film and 
moving image industry in the region; (score extra 2 points) 

 
· Applications which strongly promote cultural and geographical diversity + social inclusion 

(score extra 2 points) 
 
 
Decision 
 
Northwest Vision and Media will endeavor to get a decision to you by 4th of February 2008.  
 
If successful, you will receive details of the amount of the award in the form of an ‘Offer Letter’. 
Northwest Vision and Media’s Offer Letter will briefly detail the decision of the HAFAD Panel and 
may, if appropriate, include a request for you to attend a meeting with Northwest Vision and Media 
to discuss the terms of the ‘Offer Letter’ and the details of your work programme and timetable.  
 
Northwest Vision and Media’s Offer Letter will form the basis of a delivery contract that will detail 
what you must deliver, how you will be paid and monitored. It will also include Northwest Vision 
and Media’s terms and conditions and will list the monitoring requirements for this funding including 
the Key Performance Indicators and Monthly Operating Reports (MORS) that Northwest Vision and 
Media submit to UK Film Council.  
 
Northwest Vision and Media intends to pay all annual projects every quarter against an agreed 
cash flow schedule. This is why it is important to submit a 12-month ca sh flow . Quarterly 
payments will be released on provision of the agreed monitoring reports, which will include 
information on the following;  
 

· Progress of the project 
 
· Staff activity 

 
· Details of beneficiaries 
 
· Statistics on attendance, participation etc.  

 
As a recipient of RIFE (Regional Investment Fund England) funding you must complete the UK 
Film Council’s monthly and quarterly  reports that will include your KPI’s (Key Performance 
Indicators) These as well as our mandatory branding guidelines will be defined in your ‘Offer 
Letter’. Northwest Vision and Media will collect this information and pass on to the UK Film 
Council.  
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Monitoring & Evaluation 
 
We will monitor your project to make sure it develops in line with your application and our funding 
agreement. You must give us regular reports as your project progresses. Your offer letter will state 
when we need these, as they are usually linked to payment installments. 
 
Please note – we will monitor funded projects to an agreed standard. 
We reserve the right to directly monitor a project as a condition of support and as part of the project 
award. 
 
We regularly evaluate completed projects to see if you have achieved your aims and delivered the 
benefits outlined in your application. Our evaluation will help you and us to measure the success of 
your project and see how it could be improved. 
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Declaration of Interest 
 
 
The board, staff and advisors of all grant distributors, including Northwest Vision and Media, must 
declare any relationships or interests with people applying for grant awards.   If you are aware of 
any personal relationship or link with any staff, board member or advisor of Northwest Vision and 
Media that you may have please tick the ‘Yes’ box on the application form and name the person. 
 
Northwest Vision and Media requires all its board members; staff and advisors to formally register 
their interests in writing and these records are kept at Northwest Vision and Media’s offices.   In 
addition, board members, staff and advisors who have such interests must declare these to the 
Chair of any meeting that is discussing and deciding upon applications for funding. 
 
Any application made to Northwest Vision and Media in which a Northwest Vision and Media board 
or staff member or advisor has an interest will, in the first instance, be referred to the UK Film 
Council who will determine the procedure by which the application will be assessed. 
 
 
 
Appeals and Complaints Process 
 
 
Northwest Vision and Media acknowledges that from time to time mistakes can occur in the 
consideration of applications for funding and/or the conduct of a member of its board or staff and 
that applicants may be dissatisfied with Northwest Vision and Media’s procedures and/or service.   
 
Applicants who wish to make a complaint or appeal against a decision can only do so on the 
grounds that the correct procedures, as published by Northwest Vision and Media, have not been 
adhered to. An appeal or complaint cannot be made on the basis of the quality or artistic content of 
an application and therefore the decision of the HAFAD Panel in assessing your application. If you 
have a complaint regarding the procedure and/or about the conduct of a member of Northwest 
Vision and Media’s board or staff you should consult Northwest Vision and Media’s Complaints 
Procedure to be found on our website http://www.northwestvision.co.uk/page/complaints-
procedure 
 
Such complaints or appeals must be submitted within one calendar month of the date of the 
notification of the original decision and/or incident involving the member of staff.  
 
You cannot appeal against a decision made by the HAFAD Panel to reject your application.   
 
In all such cases you should in the first instance read our Complaints Procedures on our website 
http://www.northwestvision.co.uk/page/complaints-procedure 
 
 
Fraud 
 
Northwest Vision and Media will take legal action to recover funds from an applicant who has 
provided fraudulent information in their application. 
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General criteria: 1.   QUALITY OF ACTIVITY 
 
When assessing your proposal/project Northwest Vision and Media will consider the following 
points under these general criteria to determine if your proposal/project meets and exceeds our 
quality threshold.  
 
Northwest Vision and Media strongly recommended that you address each of the following points 
in turn to ensure you have covered all our criteria comprehensively.  
 
· Clarity of Project  - Is the description of your project clear?  You must submit a detailed plan of 

your project. This plan must include clear aims, objectives and target beneficiary groups.   
· Creative quality and appropriateness for context   - Is there evidence within the main 

summary proposal that the activities described are likely to be of high creative quality (e.g. 
something original, exciting, innovative, dynamic, expressive etc), and is the method of delivery 
appropriate in order to achieve this high quality? Does the project encourage unique ideas, 
innovative approaches and new voices? This is very important as it hits one of 
Northwest Vision and Media’s principal objectives.  

· Talent Development  - Does the proposal contribute towards the development of the region’s 
talent? (For example – a screening/festival/education project might showcase new talent or 
inspire/encourage new talent; a film might showcase the talent of its participants and employ 
local crew; a script might lead to a full production etc. A training project might increase new 
entrants and identify new talent. 

· Establishing a need  – You may need to prove that there is a regional need for your 
proposal/project. You should therefore provide evidence that you have consulted with relevant 
film and moving image media practitioners before putting together this proposal. Northwest 
Vision and Media will ask if you have, in the preparation of this project, identified, involved and 
consulted with the appropriate partners/experts to ensure that the project can be successfully 
achieved?  

· Demonstration of Good Practice  - If your project is of a participatory nature (i.e. the 
participants are actively involved in the project) can you demonstrate good practice? For 
example consideration must be given to the following:  
1. Does the project have clear/relevant aims and objectives?  
2. Is the identified deliverer of the project (i.e. workshop leader, mentor, trainer etc), suitably 

qualified to deliver project? 
3. Are policies of good practice in place/demonstrated with regard to the selection/recruitment 

of proposed project leaders/deliverers? 
4. Are policies of good practice in place/or demonstrated with regard to the 

recruitment/selection of participants? 
5. Is there a clear monitoring and evaluation policy in place to determine good practice is 

achieved? 
· Added Value  - In what way does the proposal represent added value? By this we mean 

what/or who are the benefits/beneficiaries? (I.e. Does this project benefit you or your 
organisation; the regional film and moving image industry; the region’s audiences; Northwest 
Vision and Media; the region’s communities etc)? For example; a screening might attract new 
audiences and/or benefit existing audiences in a new way). 

· Outcomes  – We will be keen to see what your outcomes are likely to be. Outcomes must be 
changes (ie. How will your beneficiaries change by getting involved in your project). Your 
outcomes should be linked to SMART objectives (Specific, Measurable, Agreed, Realistic and 
Timetabled); they should be simple and achievable.  
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General criteria: 2.   PUBLIC BENEFIT  
 
All projects must meet our objective to provide overall benefit to the public. Public Benefit includes 
how your project engages with the public, how it promotes diversity and social inclusion and 
whether the project is value for money.  
 
Northwest Vision and Media strongly recommended that you address each of the following points 
in turn to ensure you have covered all our criteria comprehensively.  

 
· Raising the region’s profile  - Northwest Vision and Media will consider how this project will 

help towards Northwest Vision and Media’s mission to raise the profile of the region’s film & TV 
industry by assessing whether the region’s reputation for excellence will be enhanced and the 
likelihood of increasing the visibility of the region on a national and international stage. This is 
important as it meets one of Northwest Vision and Media’s aims to support projects of the 
highest quality, which collectively, will help build a reputation of excellence throughout the 
region  

· Cultural and ethnic diversity  – Northwest Vision and Media will look at how the proposal 
contributes to the promotion of cultural and ethnic diversity in film and moving image media 
activity. 

· Social Inclusion  – Northwest Vision and Media will look at how the proposal contributes to the 
promotion of social inclusion. For example: 
Does the proposal contribute to the better understanding of an individual or social group by 
prioritising the improvement of access to film and moving image activity for practitioners and 
audiences?  
Does the proposal provide evidence of a good understanding of disability & access issues, 
above and beyond physical access alone? 
Does the applicant have an Equal Opportunities Policy and/or does the applicant show an 
understanding of equal opportunity issues? 

· Value for Money  - Is the scale and cost of the proposal appropriate to the applicant’s needs? 
This is about keeping projects realizable.  Does it deliver cost effective and efficient projects? 

· Monitoring and Evaluation  - Does the proposal include any plans for evaluation and if so, are 
these appropriate to the activity and costed in the budget? 

 
In addition please consider the following depending on which strand you are applying for: 
 
Audience Development  
· Increase audience share  - Does the project actively explore new forms for the delivery of films 

to the public and expanding those reached? Does it demonstrate new ways of reaching 
previously unreached audiences? 

 
Access to Film  
· Increase access to film-making to communities not p reviously involved in product  – 

Does it produce high-quality work from new voices within the region? Does it raise the level of 
creative skills for those making the productions? 

 
Heritage  
· Increase access to film heritage  – Does the project collect and preserve film heritage from 

within the region? Does it make these materials available to a range of different users? 
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General criteria: 3. ABILITY AND COMMITMENT  
 
When assessing your proposal Northwest Vision and Media will consider the following points to 
determine if you have the ability and commitment necessary to deliver the project. 
 
Northwest Vision and Media strongly recommended that you address each of the following points 
in turn to ensure you have covered all our criteria comprehensively.  
 
Track record -You must provide evidence that your company is fit for purpose: 

· What are the aims and objectives of your company and how does this project meet them? 
· What similar projects has your company previously delivered? 
· Who are the key people that will work on this project and what skills do they bring? 
· Have you supplied CVs of tutors, project managers, staff that will work on this project? 
· Is the description of your company clear? 
· Is it clear what your role in the company is and who will have overall management 

responsibility of the project?      
 
Documentation -You must include a copy of:  

· Your companies/organisations constitution and/or an agreed set of rules and/or the 
company’s Mem & Arts.  

· A set of annual accounts to demonstrate that your organisation is financially sound 
· Monthly management accounts 
· Evidence that your organisation has the ability to manage a project of a similar scale?  
· Board commitment to the project 
· Full budget 
· If you are applying for £20,000 or above you must also submit a full business plan. 
  

Project Management -You must provide practical examples of:  
· How the project will be managed e.g. regular management meetings, action plans, 

schedules, reporting lines and timetables?  If not, we may have to ask for this information 
especially if there is no track record.  

· How this proposal will affect your current and future workload and management of the 
organisation. This is a crucial factor in assessing the ability of the applicant.  

· Evidence that you have thought about the main stages in the project process, for example; 
planning, methodology, and anticipated outcomes?   

· How the project will be marketed. Do you have a marketing schedule or timeline? 
 

Contributors  You and those listed as helping to deliver, must demonstrate that you possess 
sufficient skills and experience to undertake such an event/activity, from the planning stage 
through to the completion and monitoring of the project: 

· If skills are not available in-house, have you included plans to employ external expertise or 
costed in appropriate training? 

· Are there appropriate partners involved in the proposal? 
 
In addition please consider the following depending  on which strand you are applying for;  
 
Audience Development 
· Does the cinema/organisation programme a range of diverse film on a regular basis? Is this 

programme accompanied by education activities that broaden the audience’s understanding of 
film and widen audience access? 
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Access to Film  
· Who are the primary beneficiaries of the scheme (e.g. women, the Chinese community, etc)? 

How will the quality of films being made be assessed? What are creative skills taught during 
the production process? Is this work going to develop the UK Film Industry? 

 
Heritage  
· Does the project increase the preservation of and access to film heritage in the region? 
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General criteria: 4. FINANCIAL VIABILITY   
 
When assessing your proposal/project Northwest Vision and Media will consider the following 
points to determine if your organisation has the right financial management structures in place to 
deliver the project. 
 
Northwest Vision and Media strongly recommended that you address each of the following points 
in turn to ensure you have covered all our criteria comprehensively.   
 
Financial Management    

· How the project will be financially managed e.g. regular budget meetings? If not, we may 
have to ask for this information especially if there is no track record of Financial 
Management. 

· How this proposal will affect your current and future cash flow and accounts.  
· Consideration of adequate financial planning 
 

Financial Evidence    
· You should complete each part of the budget section and attach a full budget, cash flow 

and income summary to your application. 
· You should obtain and attach any quotes for services / suppliers 
· Northwest Vision and Media will consider if your income targets are realistic, achievable 

and related to the marketing proposals. This will usually refer to potential sales income 
such as tickets. 

· Your income and expenditure for the project must balance.  ‘In-kind’ funding should be 
reflected by ‘virtual’ expenditure 

· Your project should demonstrate value for money – Is this the most efficient and effective 
way of reaching your outcomes. 

· Northwest Vision and Media does not pay VAT on grant funding so this must be taken into 
account 

· You cannot include your organisations administrative/support staff and overhead costs that 
do not relate to this project.  

· You cannot include ineligible items e.g. warranties, consumables ongoing maintenance, 
revenue costs (unless directly related to the project /activity applied for).    

· You must meet the partnership funding requirements and include evidence of this match 
funding. 

· If appropriate, you should include an exit strategy. 
 

Documentation  You must include a copy of:  
· A set of annual accounts to demonstrate that your organisation is financially sound 
· Monthly management accounts 
· Full budget 
· Evidence of match funding 
· Quotes from suppliers  

 
 


