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Section 1

1 Guidance notes
The Community Radio Fund (“the Fund”) is administered by the Community Radio 
Fund Panel for Ofcom (‘the Panel’). 

Under clause 2.1(D) of the Community Radio Fund Grant Agreement (‘the Fund’ 
Agreement’), any community radio stations which has received a grant from the Fund 
is required to complete a Community Radio Fund Grant Report Form, giving details 
of how they have spent their grant, and to submit that form to Ofcom. 

The form is part of the process by which the Panel and Ofcom ensure that they can 
account for grants made from the Fund, and that grants have been used in 
accordance with the Fund Agreement signed by representatives of the recipient 
station and Ofcom.

Applicants should complete all sections of the form, which comprises the following 
sections:

• 2.2 A summary of the purpose(s) of the grant award. 

• 2.3 Details of how the grant was spent.

• 2.4 Information on how the grant has made a difference to the station. 

• 2.5 (confidential section) If the award was for a member of staff, this section should 
provide the relevant details (please note that this section and the following 
section 2.6 will not be made public or required to be published on the 
licensee’s web site).

• 2.6 (confidential section) Signature by a member of the board of the corporate 
body which holds the community radio licence.  This person should have the 
authority of the board to sign such a document on the company’s behalf. He or 
she should not be a person who has been in receipt of monies from the Fund. 
So for example if a station received a grant for a Station Manager post, the 
Station Manager should not then sign the declaration.

Other information

• Grant award recipients should publish a completed copy of the form on their website, 
excluding the confidential sections 2.5 and 2.6, for public review. Grant award 
recipients who do not have a website should make the non-confidential sections 
available in hard copy by written request. Ofcom may publish information taken from 
the form on its website, also excluding the confidential sections. 

• In considering future applications to the Fund the Panel will, where appropriate, take 
into account the quality of feedback received in Grant Report forms.

• The form must be completed and sent to Ofcom no later than one year and four 
weeks after the grant was paid.

• Ofcom may require further information from licensees, such as copies of receipts or 
contracts if necessary, in accordance with clause 2.1(D) of the Fund Agreement.
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Please see Guidance Notes on the Fund for further details. 
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Section 2

1 Community radio fund: grant report form
2.1 Station details:

Licence Number

CR106

Station Name

Saint FM

2.2 Please set out the designated purpose of the grant and the amount 
awarded. If this was for more than one purpose or post, please set out the 
different purposes and grant allocated for each.

Appointment of Fundraiser Co-ordinator: £14125

2.3 Please explain how the award was spent, setting out the details 
separately for each post or purpose. If it was for a member of staff please 
include a summary of work carried out and the main achievements of the 
post-holder (see also section 2.5). For example, if it was for a fundraiser, 
please say how much money they have raised. If the grant was awarded 
for any other (non-staff) purpose please provide a breakdown of costs 
incurred with the date of the relevant expenditure. 

We appointed a fundraiser in November 2007  prior to our soft launch on 1st December 2007. 
A man was appointed and worked hard at raising the profile of the station, negotiating grants 
and constructing a fundraising plan. He resigned in July for personal reasons but by the time 
of his resignation he had negotiated a grant with Connexions worth £22957.50 of which 
£7652.50 had been paid by his departure. He also worked to maintain grants from Maldon 
District Council worth £10,000 per annum and Burnham Town Council worth £5000. He also 
wrote the application for the fundraiser grant which brought us the £14125 from Ofcom.  In 
September A woman was appointed as successor in the contract. She has been working on 
sponsorship as well as grants and spot ads and by the end of the grant period had banked 
£5411 and received pledges of £8761.  We plan to continue her employment, funding it from 
our own resources.
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2.4 The Community Radio Fund Panel is interested in how the grant award 
has made a difference to the operation of your station.  Please give us 
your comments.

Without a paid fundraiser we would not have got on the air or have sustained our service at 
the level we have.

The profile the appointees have achieved brought volunteers as well as funding and helped 
to create the buzz that has made Saint FM the success that we believe it to be.

We now broadcast live for over 100 hours per week with around 80 volunteers in any one 
week. Not bad for a station with only one part-time paid employee.

The current post holder is now working to establish relationships with other local 
organisations: schools, town councils, police, fire brigade, ambulance service, libraries as 
well as working on marketing and sponsorship and tying in with the local arts festival.

Despite the current financial climate we are still attracting new advertising and, we believe, 
we are becoming a focus of information and entertainment for our district. 
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2.5 Confidential information – not for publication when complete.

If the award was for a member of staff please provide:

• Name of the person(s) employed in the role(s);

• Job title(s);

• Period of employment / contract; and

• Salary and other costs covered by the grant.  Please give a 
breakdown of how the grant was spent.
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2.6 Confidential information – not for publication when complete.

Declaration

I hereby declare that the information given in this application is, to the 
best of my knowledge and belief, true and correct.

Signature

                       

Name 
John Cassels

Position (see checklist below)

Chair

Station 
Saint FM

Email address
jwkcassels@hotmail.com

Telephone number
01621 773010

Date
16th December 2008 
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Section 3

2 3. Checklist
Please ensure that you have done the following:

• Read the Guidance Notes.

• Checked that all sections of the form are completed.

• Ensured that the declaration is signed and dated by a member of the board of the 
corporate body which has been awarded the community radio licence, and that the 
person has the authority to act on behalf of the board. This person should not be a 
person in receipt of monies from the Fund. For example, if a grant was received for a 
Station Manager post, the Station Manager should not also sign the declaration.

Then 
Submit your form by email to community.radio@ofcom.org.uk and send one signed hard 
copy of the signed grant report form to the 

Community Radio Fund Panel, 
Radio Licensing Team (5th Floor), 
Ofcom, 
2A Southwark Bridge Road, 
London
SE1 9HA.  

Grant report forms must be returned to Ofcom one year and four weeks after the grant was 
paid. 

August 2008 – 
Issue 2
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