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Application Guidance
This fund is for both Capital and Revenue projects.
Current application deadlines: 1st December and 6th March 2026.  
Applications will re-open after April 2026.



	SECTION 1: PROJECT SUMMARY


	1.1
	Officers will assign a project number when the application is submitted.

	1.2
	State the name of the organisation applying for to the Reuse & Repair Fund (R&R Fund). 
Applications are welcome from:
· Constituted community groups
· Public sector bodies
· Charities
· Voluntary and social enterprises
· Co-operatives and community ownership initiatives
· Development trusts

	1.3
	State the name of the project.

	1.4
	Grants from £2,000 - £50,000 are available.
The grant requested plus match funding should equal the total project cost as stated in sections 1.4, 5.1 and 6.1.
Funding of up to 100% of eligible costs is available.  However, the project is likely to score higher if match funding is in place.  

	1.5
	Anticipated start date – approved projects must be able to start within one month of the date on the Offer of Grant Letter.  No costs should be incurred until an R&R Fund award has been confirmed in the Offer of Grant Letter.  Please note that costs incurred, or contracts signed, prior to the confirmation of a grant offer will not be eligible.  

	1.6
	Anticipated completion date - projects must be able to complete within 12 months of the date on the Offer of Grant Letter. Ensure you allow time for end of project reporting and submission of the final claim.

	1.7
	Projects are expected to meet at least ONE of the following priority themes: 
· Community-led Waste Reduction
Empowering communities to extend the life of materials through reuse, repair and upcycling.
· Skills for Sustainable Living
Supporting workshops and initiatives that teach repair, mending and creative reuse skills - building local capacity and reducing household costs.
Examples of types of projects that could be supported:
· Establishing local repair cafés, reuse hubs, and upcycling workshops
· Hosting community swap and reuse events
· Creative upcycling and circular economy projects
· Skills for sustainable living workshops
· Development of community tool libraries and resource hubs
· Intergenerational learning and traditional skills sharing



	 SECTION 2: CONTACT DETAILS


	2.1
	Name and telephone number of the main point of contact for the application/delivery of the project.

	2.2
	Position of the person named in 2.1 e.g. Chairperson, Project Officer.

	2.3
	Address and postcode of the person/organisation named in 1.2 and 2.1.  This address may differ from the project location stated in 4.1.

	2.4
	Email address for the named person in 2.1.

	2.5
	Organisation website address if applicable. 



	SECTION 3: ORGANISATION DETAILS


	3.1
	Tick boxes to indicate the status of the organisation named in 1.2.  More than one may apply.

	3.2
	If the project is delivered in partnership with another organisation and there is a formal agreement in place, only one lead signatory should be responsible for theapplication.  Project procurement, contracts, invoices, bank payments and claims for example should be administered by the lead applicant organisation.   

	3.3
	Is this organisation registered for VAT?  
· Yes – VAT can be reclaimed from HMRC therefore should not be included in the project costs.
· No – VAT cannot be reclaimed from HMRC therefore should be included in the project costs.
You are declaring your organisation’s VAT status with HMRC.  If this changes at any time during the project, you must notify the R&R Fund team as this may affect the offer of grant.

	3.4
	If the organisation is registered for VAT, please provide the VAT number.  If this doesn’t apply, leave blank.

	3.5
	VAT that can be reclaimed (fully or partial) is not eligible R&R Fund expenditure and should not be included in the project costs in section 5.1.  We cannot advise on which costs can be reclaimed through HMRC.  Ensure you seek advice from a suitably qualified professional as to how VAT may affect your eligible project costs.

	3.6
	Please read and acknowledge the R&R Fund Privacy Notice.

	3.7
	Artificial intelligence (AI) is becoming more prevalent in all our lives and can be a useful tool for completion of funding applications.  We will not reject an application that is composed wholly or partially using AI, but we recommend that you: 
· Acknowledge the use of an AI tool in the application, unless it is used for translating from other languages. This will have no influence on the decision-making process. 
· Be cautious of what information you share, as some AI tools will store the information you input. Be aware of data protection legislation. 
· Ensure that the information generated is not mis-leading, is accurate, and is related to the outcomes/themes of the grant being applied for.
· Make it personal by editing AI-generated content to reflect your own experiences and skills. 
· Make sure your submitted application is clear about what your project needs or hopes for, and how your project will fit the specific criteria and objectives of the fund.
If using an AI tool to support your application, you should be aware that: 
· Use of AI has environmental impact: use AI mindfully, only use AI where it will clearly help you to apply or will significantly improve the quality of your application.
· Errors or inaccuracies in an application as a result of using AI will not be accepted as cause for a review of our decision on your application.



	SECTION 4: PROJECT DETAILS


	4.1
	Location where the project is happening/being delivered - including postcode.  This may differ to the location of the organisation address in 2.3.  The project location must be within the Highland Council area.

	4.2
	The applicant must have land/building ownership or a lease agreement or landowner consents before the project starts.  Lease agreements must be for at least 10-years.                          

	4.3
	Detail any statutory or regulatory consents that will be required (for example planning permission).  Consents must be in place and evidence provided before commencing the project.  

	4.4
	State if you have had advice or support from relevant organisations. 

	4.5
	This section is where you explain what the funding is for, what the project will achieve and how it will be delivered. It is important to answer the questions concisely.

	(a)
	Project summary and objectives.  Provide a summary of the project.  Explain how it meets at least ONE of the fund priority themes as stated in 1.7. 

	(b)
	Project impact.  Explain what is the longer-term change that will result from the project.  Achieving a positive impact on the environment from reducing carbon emissions associated with waste is a key strategic priority for Highland Council.  All applicants must demonstrate how their project will measure its impact in terms of waste reduction (e.g. volume of materials reused, number of items repaired, reduction in waste materials, number of people up-skilled).  State how you will track progress. This may include:
· Waste audits or weighing materials before and after activities
· Participant surveys or feedback forms
· Attendance records for workshops or repair events
· Logs of items repaired, reused, or diverted from disposal
· Visual evidence such as before-and-after photos
· Use of digital tools or apps to record activity
Applicants may include reasonable costs for monitoring and evaluation tools (e.g. weighing scales, counters, software) in their budget in Section 5.1 if required.

	(c)
	Project activities - List the main activities that will be delivered during the project with anticipated timescales.  This should reflect the start/completion dates in 1.6.  This will be an outline delivery plan for the project. 

	(d)
	Equalities impact - How will you ensure that no one is disadvantaged or excluded from benefitting from the project?  
Is there an organisational equalities policy in place?   

	(e)
	Fair Work First - Applicants must be able to demonstrate that they comply with the Fair Work First Policy.  In line with the Bute House Agreement all recipients awarded a public sector grant will be required to pay at least the ‘Real Living Wage’ and provide appropriate channels for ‘Effective Workers' Voice’. 
Payment of at least the Real Living Wage
· In general, a grant recipient must demonstrate it is paying at least the Real Living Wage before it can access a grant.
· All UK-based staff aged 16 and over, including apprentices, who are directly employed by the grant recipient, must be paid at least the Real Living Wage; and any UK-based workers who are not directly employed but are directly engaged in delivering the grant-funded activity, whether they be sub-contractors or agency staff, must also be paid at least the Real Living Wage.
· The Scottish Government or the Highland Council may apply limited exceptions and provide funding to organisations who cannot pay at least the Real Living Wage.
Appropriate channels for Effective Workers' Voice
· All organisations with a workforce must be able to demonstrate, before they can access a grant, that all workers (including agency workers) employed within that organisation have access to effective voice channel(s).
· Voice exists at both collective and individual levels and organisations will be expected to show evidence of policies promoting genuine and effective voice.
· The Scottish Government or the Highland Council may apply flexibility to recognise the different forms of voice that are appropriate for different organisations.
The supplementary document ‘Fair Work First Summary Guidance for Applicants’ includes a template statement for applicants to use or adapt as required.  
The statement should be agreed jointly by the employer and an appropriate workplace representative.  This representative should be from the relevant trade union(s) or, where there is no union representation, another appropriate workers’ representative.  Please provide this statement on a separate form and ensure the statement is signed by a workers/union representative. 
The RSPB has a good example of what is required as a Fair Work First policy statement.

	(f)
	Groups and organisations should consider applying for Living Wage Accreditation.  As best practice, we strongly advise that all applicants work towards achieving this if it is practical and applicable to do so.

	(g)
	Project continuation/lasting benefits - If the project is intended to continue, or needs to be maintained beyond the R&R Fund phase, how will this happen?  For example, will the R&R Fund be used for a specific phase of the project?  If so, how will the remaining project be funded and when will it be completed by?
What will be the lasting benefits or change that arises from the project?  Who will manage/provide ongoing maintenance of the project?  


	SECTION 5: BUDGET


	5.1
	If the R&R Fund element is part of a wider project, specify what the R&R Fund will be spent on.  Please provide a copy of the overall project budget to show how the R&R Fund element contributes towards this.  Exclude VAT if this is being reclaimed from HMRC. If the organisation is not VAT registered, VAT should be included in the costs.  The total amount should be equal to the total cost as per sections 1.4 and 6.1.

	5.2
	We do not expect applicants to carry out detailed procurement at this stage.  However please explain how project costs in section 5.1 have been determined, for example, from quotations, tenders, market research, previous experience or advice from professional services/other organisations.  This is to ensure that costs are reasonable at the time of application and that value for money has been considered.  
If the project is approved, procurement will be discussed with the Project Officer.  A copy of the procurement guidelines will be provided to ensure goods and services are procured in a compliant way.  As a guide:
	
	Goods/Services
	Capital works

	Direct award – single quotation
	Below £10,000
	Below £50,000

	Quotes – 3 quotations
	£10,000 - £49,000
	£50,000 - £1,999,999

	Tenders
	£50,000+
	£2,000,000+






	SECTION 6 – MATCH FUNDING


	6.1
	Although requests for 100% funding will be considered, your application is likely to score higher if funding from other sources is included.  Total match funding and the R&R Fund request should be consistent with figures in sections 1.4 and 5.1.  Provide the name of any match funder and when the funding was confirmed – match funding must be in place within one month of the date of the Offer of Grant Letter.  If any confirmed match funding is required to cover costs stated in 5.1 that are ineligible under the R&R Fund grant, please include these in the application and note how they will be covered.  State which costs the R&R Fund will cover.

	6.2
	“In kind” contributions to a project add strength to the application.  This could be volunteer and project management time, donated materials or the loan of equipment.  The value of “in kind” contributions should be listed in this section and not included in the project budget or match funding figures in sections 1.4, 5.1 and 6.1.  

	6.3
	Please explain why public funding is required to deliver the project.



	[bookmark: _Hlk88589962]SECTION 7: SIGNATURE


	7.1
	The person signing this application should have authority within the organisation to apply for grant funding.  An electronic signature is acceptable.

	7.2
	A recent bank statement, annual accounts and a signed copy of your Fair Work First policy statement must be submitted with the application.  Failure to provide these will delay the application and it may have to go to the next decision-making round.  If your project is awarded funding, additional documentation (listed on the application form) will be required before commencing.  You may be asked for this before a formal offer is made.
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