Knightsbridge School Education Foundation

Policies

Knightsbridge School Education Foundation has a comprehensive set of policies to:

a) Ensure that it operates effectively, transparently, and equitably; and
b) Protect donors and ensure transparency and accountability in the management of donations.

Each policy is documented, regularly reviewed, and communicated to relevant parties. These
policies align with KSEF’s values and comply with legal and regulatory requirements.

The policies in place are:

1. Bursary Admission Policy:
Financial Assessment Policy
Equal Opportunities Policy
Awarding Policy

Renewal Policy
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6. Governance Policy
7. Bursary Administration Confidentiality Policy
8. Donation Acceptance Policy

9. Donor Privacy Policy

10. Ethical Fundraising Policy

11. Investment Policy

12. Complaints Policy

13. Conflicts of Interest Policy

14. Gift Acceptance Policy

15. Fraud Policy

16. Data Protection Policy

17. Review and Monitoring Policy

18. Community Outreach Grant Application Policy



Preamble

Knightsbridge School Education Foundation (“KSEF”) provides scholarships and bursaries to
talented pupils whose family financial circumstances would not otherwise enable them to attend
Knightsbridge School ("KS") or, where applicable, another school, selected by KS and approved
by KSEF.

Established in 2007, KSEF is a registered charity (charity number 1120970) and is subject to the
regulation of the Charity Commission for England and Wales. It works closely with, but is entirely
independent from, KS. KSEF's objectives are the furtherance of education through KS and to
promote such other activities connected to the advancement of education which are charitable.

In particular, our aims are, in accordance with these policies, to:

- Provide scholarships and bursaries to talented pupils whose family financial circumstances
would not otherwise enable them to attend fee-paying private schools, or non-fee-paying
schools where other aspect of the education (e.g. fee for accommodation) would prevent
the student from being able to attend.

- Provide a degree of financial support to local state schools in accordance with their needs.

We will periodically review our activities to ensure we respond to the evolving nature of current
needs.

For the avoidance of doubt, all references to “parent” are intended to be a reference to parents,
carers and guardians.



1. Bursary Admission Policy

Policy summary — this policy outlines the eligibility criteria for bursary applicants, the application
process, selection procedures, the size and scope of bursaries and the responsibilities of
recipients.

1.1. Introduction

KSEF offers bursaries worth up to 100% fees for a pupil to attend KS or another school selected
by KS and approved by KSEF. In some cases, bursaries may cover additional educational
expenses (e.g. music lessons, uniforms, school trips, accommodation in case of boarding schools).

Bursary awards will vary depending on the applicant's needs and funds available.

1.2 Eligibility criteria and other factors to consider:

i.) Preference is given to applicants who come from the Royal Borough of Kensington and Chelsea,
though applicants from outside this borough may also receive the award.

ii.) A bursary will not usually be available to a candidate currently at an independent school unless
they receive a substantial means-tested bursary to attend that school.

ii.) The candidate applying for a bursary (or bursary renewal) must have the right to live and study
in the UK.

iv.) The applicant must demonstrate a genuine financial need as set out below, and in the Financial
Assessment Policy.

v.). The applicant must have a good academic and behavioural standing.

1.3 Application process:

Applications for bursaries can be made by parents.
The applicant shall:

i.) Contact the relevant school to book a school visit to take place at the beginning of the
autumn term of year 6. During this visit, the applicant or their parents shall express an
interest in the bursary programme provided by KSEF. The registration fee for the
school place is waived for those applicants who mention an interest in the KSEF
bursary programme during the visit.

ii). Request a Bursary Application Link from the school office;
iii). Complete the application form online in full and attach all required supporting documents;
iv). Submit the application by the specified deadline;

v). Complete relevan exam(s) and participate in the interview process.

1.4 Selection Process:

The Bursary Committee, working together with the school, will award the bursary on the basis of:
- Student suitability as assessed by the following:
o Performance in the English, Maths, and non-verbal 1Q tests by the applicant.

o Performance in the interview process.



o Overall demonstration of the applicant’s ability to thrive at KS.
- Financial need (as assessed by the Means Test Form):

o The amount of bursary is determined based by financial need and is assessed
individually owing to the myriad of circumstances families may present with when
applying for a bursary.

- Other factors that may be considered (this is a non-exhaustive list):

o Any prior bursary support received from a previous school or having previously
attended a state sector primary school.

o Instances where the applicant's parent(s) has/have support needs.

1.5. Responsibility of recipient:

Bursary recipients are expected to:

i.) Maintain a satisfactory academic record;

ii.) Uphold the school's code of conduct and behavior policy;
ii.) Update financial information on the school's platform;

iv.) Where the bursary recipient moves to higher education, inform KSEF about the name of the
higher education institution and the course that the bursary recipient has chosen.



2. Financial Assessment Policy

Policy Summary — this policy outlines KSEF’s approach for assessing the financial need of
applicants, using a third-party assessor. It includes details of how financial information will be
evaluated and the criteria for determining the level of support.

2.1 Introduction:

The purpose of this policy is to ensure that bursary funds are allocated in a manner that is
transparent and equitable, to students who demonstrate outstanding academic skills and also a
need for financial support.

2.2. Application process:

The families will complete and submit a Financial Assessment Form, which will be assessed by a
professional third-party assessor, selected by KSEF.

2.3 Assessment criteria:

The following information is assessed:

i.) The total income and expenditure of the family;
ii.) Assets of the family;
iii.) Liabilities of the family (e.g. loans);

iv.) Other relevant circumstances such as number of dependents in the family, medical expenses,
or unemployment, will be taken into account.

The following are likely to be incompatible with the award of a bursary:

- Where one or more of the parents are under-employed and it is out of choice (i.e. they are
working part-time because of choice not because they need to look after younger children
or have health limitations).

- Possibility of releasing equity from significant savings/investments or secondary properties
(not main residence).

- Purchases which are considered “extravagant” such as frequent holidays, new/luxury cars
or substantial/costly investments in home improvements. These will, however, still require
a degree of discretion as it is possible that expensive home improvements may be required
to meet the adaptation needs of an individual.

In all cases KSEF and/or its third-party assessor reserve the right to request an interview or home
visit to establish the financial circumstances of the family applying for a bursary.

2.4 Assessment Review Process:

As a standard practice, financial assessments will be reviewed every two years by KSEF's third-
party assessor. However, where a family's financial situation changes significantly, more frequent
reviews may be warranted.

Parents are required to inform KSEF of any such changes as soon as possible.



3. Equal opportunities policy

Policy summary — this policy sets out that KSEF seeks to avoid any bias when making decisions
in relation to the awarding of bursaries.

All bursaries awarded through KSEF are awarded regardless of the racial, religious, gender,
disability background of the applicants and their families. The application forms seek to be as
neutral as possible so as to avoid any unconscious bias during the application or awarding stages,
consequently it does not ask about the racial or religious backgrounds of the applicant nor their
gender or disability status.

Notwithstanding the above, there may be instances where the disability status of an applicant’s
parent is relevant to their employment status or financial circumstances. Such instances will be
dealt with the utmost sensitivity.

It is acknowledged that there is some inherent assessment of socioeconomic background as part
of the bursary process (owing to its objective to allow those from lower socioeconomic
backgrounds to access a fee-paying independent school or another non-fee-paying school that
would be inaccessible for the student for other reasons than fees). Nevertheless, the information
gathered is intended to be used solely for calculating family need. Additionally, all information
collected is held in accordance with the Confidentiality and Data Protection Policies.



4. Awarding Policy

Policy summary — this policy details how and when bursary funds will be disbursed including any
conditions attached to the awarding of funds.

4.1 Introduction:

The bursaries shall be awarded in accordance with the Financial Assessment and the Bursary
Admission Policies.

Funds shall be paid directly by KSEF to KS, or to other schools approved by KSEF as applicable,
in advance of the termly invoice being due. Where the bursary does not cover 100% of the fees,
the difference shall be paid by the parents or any other relevant financial sponsor directly to the
school.

4.2 Conditions of receiving award:

Additional conditions, which apply beyond the conditions as set out in the Financial Assessment
and the Bursary Admission Policies, are:

i.) Compliance with the Terms and Conditions of the relevant school (be it KS or another school,
as is applicable).

ii.) Parents must ensure that any fees for which they are liable are paid in a timely manner, directly
to KS, or the other school approved by KSEF, as applicable.

iii.) Pupils in receipt of the bursary must maintain satisfactory academic progress.

iv.) The behaviour of the pupil must meet the relevant school's behaviour policy, and the
attendance of the pupil must meet the relevant school's attendance policy.

v.) Pupils in receipt of the bursary are expected to contribute positively to the life of KS or another
school approved by KS, as applicable, and be a good example to other pupils.

vi.) KS, or another school approved by KSEF, as applicable, shall provide feedback to KSEF about
the student's academic performance, attendance and behaviour on an annual basis.
Notwithstanding this Clause 4.2(vi), KSEF shall be eligible to request more frequent feedback
where it sees fit.

vii.) Bursary applicants shall commit to inform KSEF of the university and counrse they choose to
attend after leaving KS or another school as applicable.

Non-compliance with the above conditions by either the student or their parent may result in the
withdrawal of the bursary.

4.3 Award review:

The Bursaries are subject to a review assessment every 2 years (see the Renewal Policy) and
the level of support may be increased or decreased (or even withdrawn) based on the assessment.
Parents are subject to an ongoing duty of disclosure in respect of any changes of circumstance
throughout the year and this will trigger a re-assessment even if it is not at the time of year when
the renewal process typically occurs. Changes in circumstances which should be notified to KSEF
include but are not limited to:

- Inheritance or other large lump sum received (eg. payment from an insurance policy).

- 6% or more increase in household income



- Other children in the family no longer attending fee-paying school or commencing school
(such that a parent who was at home can now work).

- The unemployment/ill-health incapacity of one or both of the parents or a sibling.

- A parent taking maternity/paternity/adoption leave which results in a reduction in their
salary.

4.4 Record-keeping:

Following the awarding of a bursary, accurate records of the awarding decision and the
disbursement of the award will be maintained for audit and review purposes.



5. Renewal policy

Policy summary - This policy outlines the process for renewing a pupil’s bursary.

5.1 Introduction:

All bursaries are subject to review every two years (except where the student would be departing
secondary education at the end of the current academic year). Such reviews involve:

i.) Reviewing the parents’ means, which review is conducted by a third-party financial assessor
engaged by KSEF,;

ii.) Reviewing the student's academic and behavioral performance, which review is conducted by
KS or another school approved by KS, as applicable, and the outcome of the review is further
checked by KSEF; and

iii.) Additionally, KSEF may, at any time, review any other relevant changes in the circumstances
of the student which might affect the student's financial needs.

Such review may result in a bursary being varied so as to increase or decrease the award (subject
to a cap of 100% remission of fees).

5.2 Renewal process:

i.) Reapplication:

o Where parents’ circumstances have not changed, they must complete a signed form
declaring that their financial circumstances have not changed since the last financial
assessment.

o Where parents/carers’ circumstances have changed they must complete a new financial
assessment.

o The relevant forms will be supplied to the parents at the beginning of every other spring
term (i.e. early January) and must be completed and returned by February Half Term.

ii.) Assessment: The Bursary Committee will reassess financial need and review academic
performance and conduct.

iii.) Notification: The results will be shared with parents by the end of the spring term (before the
break for the Easter holidays).

5.3 Obligations of recipient:

Compliance with the Awarding Policy will be considered during the renewal process.
Noncompliance with the Awarding Policy may result in a bursary award not being renewed.



6. Governance policy

Policy summary - This policy includes the structure of the bursary committee, defines other roles
and responsibilities, and how KSEF will make decisions in respect of the charity.

6.1 Structure:
- Bursary Committee
- Appeals Panel
- Data protection representative/officer

6.2 Bursary Commiittee:

The Bursary Committee is responsible for the strategic management of the bursary program. It
makes decisions regarding policy development and bursary awards.

Roles and Responsibilities:

. Chairperson: Provides leadership to the Committee, ensuring its effectiveness in all
aspects of its role.

. Treasurer: Oversees the financial management of the bursary fund, including budgeting
and financial reporting.

. Secretary: Manages the administration of meetings, including scheduling, agendas, and
minutes. The Secretary can be an employee of KS rather than a Trustee of KSEF.

. Members: Contribute to decision-making and policy development, bringing diverse
perspectives and expertise.

Meetings:

. The Bursary Committee shall meet at least once every half term, online or in person, to
review applications, monitor fund distribution, discuss fundraising initiatives and discuss
policy matters. Special meetings may be called as necessary to address urgent issues.

. During these meetings the Bursary Committee shall make decisions in accordance with
KSEF's Constitution.

Transparency and Accountablity:
. In line with KSEF's Constitution, the Bursary Committee shall maintain accurate and
complete records of all its meetings, decisions and financial transactions.
. An annual report summarizing the activities and decisions of the bursary programme shall
be preprared and made available to stakeholders annually.

6.3. Appeals Panel:

The Appeals Panel is responsible for reviewing the Bursary Committee's decisions in cases where
a complaint has been made in relation to such decisions..

The Appeals Panel shall consist of members of the Bursary Committee, and at any time, shall at
least have two members.

6.4 Conflicts of interest:

Members of the Bursary Committee and the Appeals Panel must declare any conflicts of interest
in relation to bursary applications, in accordance with KSEF's Conflicts of Interest Policy.



7. Bursary Administration Confidentiality Policy

Policy summary - This policy outlines KSEF’s approach to managing the confidentiality
surrounding the application for and administration of bursaries. It is acknowledged by KSEF that
financial circumstances and bursary administration are highly sensitive topics, and such
information will be handled with the utmost care.

7.1 Introduction:

KSEF will collect highly sensitive data from parents and applicants to assess bursary applications.
This policy ensures that such data is kept confidential.

The Bursary Committee and any individual within KSEF with access to such sensitive information
is responsible for upholding this policy

7.2 Data storage and use:

All sensitive information related to bursary applications shall:

i.) only be used for assessing bursary eligibility;

ii.) be kept confidential, stored securely with access restricted to authorized personnel only; and
iii.) be protected against unauthorised access and disclosure.

7.3 Data:

This policy shall be applicable to all information received by KSEF related to bursary applications,
including but not limited to financial data, health data, personal identification details, and family
circumstances.

7.4 Application:

i.) KSEF will not advertise the recipients of bursaries.

ii.) Recipients and/or their parents may be asked to contribute material for KSEF’'s website or
marketing material. However, this may remain anonymised where requested and consent will
always be sought before publication.

iii.) Recipients of bursaries may be asked to make a testimony, or speak at KSEF and KS events.
However, this will always be subject to the consent of their parents or carers.

iv.) In some instances, donors may request an update as a condition of their gift. Where this occurs,
anonymised updates will be supplied to the donors. Additionally, where this applies KSEF will
make the parent aware at the time the award is made.

v.) Upon joining KS (or another school with the assistance of the award) a number of staff
members at the school may need to be made aware of the fact that a pupil is a recipient of a
bursary. The purpose of this disclosure is due to the fact that there may be associated pastoral
needs required. These staff members will not be made aware of the family’s financial needs, or
the amount of award granted (only that the child receives a bursary).

KSEF acknowledges that in some instances the parents/carers of the applicant will be separated
or divorced. As it is an option for separate Means Test Forms to be submitted by each parent,
KSEF will not disclose the information supplied in such forms to the other parent without first
seeking the express consent of the individual who has completed the form.



8. Donation acceptance policy

Policy summary - This policy sets out guidelines for accepting or refusing donations.

8.1 Introduction:

KSEF is committed to making decisions that are in the best interest of the charity and its mission
to advance education. KSEF's rigorous approach ensures that the charity carefully considers
whether to accept a donation from any source.

This policy establishes the guidelines which KSEF follows to ensure that all donations accepted
support KSEF's mission and provide a benefit that outweighs any associated burdens or expenses.

8.2 How We Accept and Refuse Donations

The Charity Commission’s guidance makes it clear that trustees should start from a position of
accepting donations, but from time to time a charity may face a difficult decision as to whether to
refuse or return a donation.

KSEF's approach to assessing whether to accept a donation is as follows:

i.) Consider the risks involved in refusing or returning the donation, and how likely and
serious these are. These may include negative financial impact, ability to deliver services
and ability to attract donations in the future.

ii.) Consider the risks involved in accepting or keeping the donation, and how likely and
serious these are. These include but are not limited to the likelihood of reduced support
or reputational harm, particularly among supporters or beneficiaries, or conditions
attached to a donation that may pose financial burden on KSEF.

iii.) Consider how a decision whether to accept or reject a donation aligns with KSEF's
charitable purposes.

iv.) Consider what steps KSEF may be able to take to mitigate the risks involved in either
accepting or rejecting the donation. Such steps may include but are not limited to
negotiating the terms of a conditional donation with the donor or developing a public
explanation for a decision.

In addition to the above, trustees will not allow their personal views, or any external pressures that
do not relate to their charity’s purposes, to influence them to act in a way that is not in KSEF's best
interests.

The trustees reserve the right to refuse any donation that:

i.) Comes with conditions attached to them that conflict with KSEF's charitable purpose;

ii.) Comes from a donor whose activities conflict with KSEF's goals and values;

iii.) If there is a reasonable cause to believe that the donation is linked to illegal or
unethical practices.

8.3 Acknowledgement of donations:

Donors will receive acknowledgement of their donation in a manner consistent with their wishes
(i.e. if a donor specifies that they'd like to receive communication only via email rather than via
phone calls, KSEF shall provide acknowledgement via email communication only).



8.4 Application of funds:

Donations shall be spent for the purpose specified by the donor, if any. If the purpose specified
by the donor is not in line with KSEF's objectives, KSEF will return the donation to the donor.

In the absence of donor specifications, donations will be allocated at the discretion of KSEF, and
always in line with KSEF's charitable object.

8.5 Contact Information

For questions or further information regarding donations, please contact KSEF chair
info@ksfoundation.org



mailto:info@ksfoundation.org

9. Donor privacy policy

Policy summary — This policy provides an overview of the type of personal data KSEF collects from
donors, why KSEF collects this data, and how this data is handled by KSEF.

9.1 Introduction:

KSEF relies on the generosity and support of individual donors to fund its work on furthering
education and to promote such other activities which are in line with KSEF's charitable objects.

In managing KSEF's donor relationships, the charity strives to be as transparent as possible about
how and why KSEF uses donors’ personal details.

This privacy notice demonstrates the information KSEF collects from donors when making a
donation. In collecting data, KSEF acts as a data controller and, by law, is required to inform the
donor about the organisation, why and how KSEF uses personal data, and about the rights the
donor has over their data. KSEF is committed to complying with the requirements of the UK Data
Protection Act 1998, the Privacy and Electronic Communications Regulation 2003, and the
General Data Protection Regulation 2016.

9.2 What personal data does KSEF collect?

When donors make a donation to KSEF, they may be asked for the following personal information:
o ftitle

first and last name

e postal address including postcode
e contact telephone number

e website

e organisation/employer

e email address

e bank or credit card details

e whether they are a UK taxpayer - for Gift Aid declarations.

Donors can review and update all of their personal data at any time by contacting KSEF.

9.3 Why does KSEF collect personal data?

KSEF will use the donors' information to:
e process, acknowledge, and record donations
e claim Gift Aid on donations

o comply with the Charities (Protection and Social Investment) Act 2016 and follow the
recommendations of the official regulator of charities, the Charity Commission, which
requires charities to identify and verify the identity of supporters who make major gifts so



charities can assess any risks associated with accepting their donations

e keep a record of the donor's relationship with KSEF, for instance if the donor requested
not to be contacted for marketing purposes

e keep the donor's contact details up-to-date in order to facilitate communications and
reporting.

For the first three points above, there is a lawful basis for holding and using the donor's personal
data; this is so that KSEF can process the donor's donation and comply with charity law.

As well as relying on a lawful basis, KSEF may also process the donor's personal information
where there is a legitimate interest. Whenever KSEF relies on a 'legitimate interest' to process a
donor's personal information, the charity takes into account the donor's privacy rights and interests,
and will not process personal information where KSEF feels that there is an imbalance or when
the donor has requested that KSEF does not do so.

As part of KSEF's donor relationship management, the charity relies on legitimate interest to send
the donor information about KSEF's projects and events, and to let the donor know how they can
support KSEF in the future. The charity's aim is to communicate with donors in a way that helps
see the value and impact of the donor's support. The donors can also opt-out of KSEF's
newsletters and emails at any time, by contacting info@ksfoundation.org.

9.4 What does KSEF do with the donors' information?

The donors' information is stored securely in KSEF's central database which is located in the UK.
KSEF will only use the donors' information within KSEF and for the purposes for which it was
obtained.

KSEF may use third-party payment processors to process online donations.

9.5 How long is a donor's information kept for?

If the donor has made a donation, all of the donors contact information will be kept in KSEF's
secure database until such time as the donor wishes KSEF deletes it.

KSEF will keep a record of donations subject to Gift Aid for at least 7 years to comply with HMRC
rules.

9.6 Donors' rights over their information

By law, the donor can ask KSEF what information the charity holds about them, and can ask KSEF

The donor can also ask KSEF to stop using your information for a period of time if the donor
believes KSEF is not doing so lawfully.

9.7 Contact KSEF:

If you have questions about this policy, please contact KSEF at info@ksfoundation.org
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10. Ethical fundraising policy

Policy summary - This policy sets out guidelines for KSEF's fundraising practices with the aim of
protecting donors, charity supporters and the public from poor fundraising practices.

10.1 Introduction:

KSEF is committed to fundraising ethically, responsibly and transparently. This policy sets the
standards for KSEF's efforts to raise funds for its work.

This policy applies to all persons working for KSEF in a fundraising capacity, including trustees
and volunteers.

10.2. Principles:

i.) Honesty and transparency. KSEF's fundraising materials and practices must not be misleading.
KSEF must conduct fundraising in a truthful way, placing an emphasis on transparency and
accountability with regards to how donated funds are spent.

ii.) Respectful: KSEF's fundraising practices must be polite, respectful, and shall not be overly
intrusive or persistent so that it does not put members of the public under undue pressure to
donate.

iii.) Legal: KSEF's fundraising practices must comply with legal and regulatory obligations, as laid
down by the Charity Commission and the Fundraising Regulator, and shall be guided by the
Fundraising Regulator's Code of Fundraising Practice.

iv.) Charitable purpose: KSEF's fundraising activities must always be in line with KSEF's charitable
purposes.

10.3. Responsibility of trustees:

All fundraising activities will be in accordance with statutory and regulatory obligations as laid down
by the appropriate authorities, therefore. KSEF will adhere to the guidance of the Charity
Commission and the Fundraising Regulator.

All trustees and volunteers involved in generating funds should have the required knowledge of
any regulations and laws that are applicable.

Where there is a shortfall in any relevant regulations or laws that are applicable, guidance should
be sought.

10.4 Use of Donations:

i.) Donations generated through fundraising shall only be applied for and in line with KSEF's
charitable purposes.

ii.) All donor requests must be honoured and adhered to, therefore, if a donation is donated
towards a certain project of KSEF, KSEF must not use the donation for any other purposes without
the consent of the donor.

iii.) KSEF will strive to ensure that only the smallest percentage of donations is used for covering
KSEF's administrative costs.

10.5 Donor data:

All donor information is sensitive and should be handled with utmost care, security and in
accordance with the Data Protection Policy.



Donor information shall not be shared without the donor's consent.

10.6 Record-keeping:

Accurate financial records of donations shall be maintained for auditing purposes.



11. Investment policy

This policy is not publicly disclosed.



12. Complaints policy

Policy summary — This policy provides a clear process for handling complaints related to the
bursary program, whether from applicants, recipients, or other stakeholders.

12.1 Introduction:

In instances where the applicant, recipient or other stakeholder has a concern about how their
bursary application was handled, this Complaints Policy applies.

KSEF will maintain a Complaints Register in furtherance of the Complaints Policy and procedure.

This policy relates to the administration of the bursary program, and therefore does not apply to:

the reporting of fraud or suspected fraud (please see the appropriate Fraud Policy).

any complaint about KS or any other school a child is placed at with the support of a KSEF
bursary.

individual awarding decisions unless the complaint concerns an (alleged) breach of
procedure.

12.2 Complaints procedure:

i). Receipt of the Complaint

o

Complaints shall be emailed to inffo@ksfoundation.org or received by post at Knightsbridge
School Education Foundation, 67 Pont Street, London SW1X 0BD.

The Appeals Panel will log the complaint on the Complaints Register.

The Complaints Manager will assess whether the complaint falls within the Complaints
Policy.

Within 30 working days of receipt of the complaint, the Appeals Panel will either
acknowledge receipt of the complaint and its acceptance or respond, noting that the matter
falls outside the Complaints Policy. The Appeals Panel may refer the complainant to be
considered under another KSEF policy, if appropriate, (such as the Donor Privacy Policy).

The response will be made to the complainant by the communication method in which the
complaint was received.

Where the complaint falls within this policy, the Appeals Panel or their delegate will, within
10 working days of receipt of the complaint, make the Chair of KSEF aware.

ii). Investigation

o

The Appeals Panel will consider the full evidence of the complaint and investigate as
appropriate and will in consultation with the Chair of KSEF recommend one of the following
courses of action:

A) that the complaint is not justified and should be rejected;

B) that the complaint is justified or partially justified and agree the outcomes of the
complaint.



o If the complaint is upheld, all or in part, then the Chair of KSEF will consider what actions,
if any, will be taken.

12.3 Communication of Decision

The Chair or their delegate shall inform the person making the complaint. If the complaint was
against an individual, the party against whom the complaint was made shall also be informed within
10 working days of the decision reached on the complaint.

12.4 Appeals

Any appeal must be submitted in writing within 14 days of the decision. Appeals must be submitted
to info@ksfoundation.org

The Chair of KSEF will acknowledge receipt of the appeal within 10 working days of receipt.

12.5 Reporting

The details and outcome of the complaint will be recorded in the Complaints Register.

A summary of the Complaints Register will be tabled at the Annual Summer Meeting (ASM) of the
trustees. The tabled summary will maintain the confidentiality of both those who have submitted
formal complaints and those who were the subject of complaints as far as may be practical. Where
appropriate, changes in policy or practice resulting from any complaint will also be recorded in the
minutes of the ASM. Information from the Complaints Register may be used to inform decisions
taken under the Review and Monitoring Policy.

12.6 Monitoring and Learning

Complaints will be monitored to identify any trends or systemic issues.
The Trustee Board will review this data annually to improve the bursary program's processes and
policies.
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13. Conflict of interest policy

This policy is not publicly disclosed.



14. Gift Acceptance Policy

Policy summary — this policy explains how KSEF will accept or refuse gifts in an open, transparent
manner that avoids improper conduct.

14.1 Introduction

KSEF is required to comply with The Bribery Act 2010. Therefore, the purpose of this policy is to
ensure that when a trustee, volunteer, or other individual connected to KSEF receives a gift from
an external individual or organisation:

i.) No improper conduct occurs;

ii.) Gifts and hospitality do not influence decisions or integrity;

iii.) Potential risks and reputation are considered in accepting gifts and hospitality;

iv.) Acceptance of gift is open and transparent;

v.) Proper approval is obtained before accepting a gift;

vi.) Best practices in anti-bribery and corruption are followed, providing an auditable record.

14.2 Policy Scope

This policy applies to all KSEF trustees and volunteers. Non-compliance may lead to disciplinary
action by KSEF.

Gifts include tangible items, from low to high value, such as corporate merchandise, flowers, and
confectionery. Hospitality includes entertainment such as meals, accommodation, or event tickets.
For the avoidance of doubt, such gifts do not refer to donations, but rather, they cover those
tangible assets and hospitality received by KSEF that do not directly support the charitable object
of the charity.

14.3 Accepting Gifts and Hospitality
Gifts and hospitality may be offered to KSEF’s trustees or volunteers to promote good working
relationships and should be accepted only if:

o The offer is appropriate and reasonably valued;
o |t aligns with KSEF policies and government legislation;
e It does not create a conflict of interest;
e |t does not create an obligation for KSEF;
e ltis not an inducement regarding decisions or academic assessments.
High-value gifts should be declined with an explanation that KSEF policy prohibits acceptance.

Gifts and hospitality meeting the above standards may be accepted with the following approval
thresholds:

Estimated Value Approver Recording




Up to £100.00 Self-approval Record receipt of gift in trustee meeting
minutes
Over 100.00 Treasurer Record receipt of gift and decision

made in relation to gift by Treasurer in
trustee meeting minutes

Gifts or hospitality valued below £50 do not need to be declared unless they accumulate to more
than £50, occur more than once a year, or the recipient prefers to record them.

Only low-value thank-you gifts from students, such as a box of chocolate or bottle of wine, should

be accepted to avoid influencing assessment decisions.

14.4 Reporting and Record-Keeping

The Treasurer will record all gifts and hospitality offered to trustees, as well as the decision to
whether accept or reject them, in the trustee meeting minutes.




15. Fraud Policy

Policy summary — this policy explains how KSEF will prevent and report fraudulent activity within
the bursary application process.

15.1 Introduction:

KSEF is committed to the prevention of fraud and the promotion of an anti-fraud culture.

Where trustees of KSEF notice anuyhting unusual in respect of bursary application that could
indicate fraudulent activity, the trustees will be responsible for looking into, and where necessary,
reporting the actual, attempted or suspected fraudulent activity to Action Fraud.

15.2 Definition of fraud:

Fraud is the act of gaining a dishonest advantage, often financial, over another person. Multiple
fraud offences are specified in Fraud Act 2006, including:

- Fraud by false representation (section 2)
- Fraud by failing to disclose information (section 3)
- Fraud by abuse of position (section 4).

15.3 Reporting suspicions:

Those suspecting actual, attempted or suspected fraud should report their concerns in the first
instance to the Chair of KSEF.

Individuals should not attempt to investigate any fraud themselves.

15.4 Response to fraud:

With the Chair's leadership, the Trustees of KSEF will investigate and produce a report on the
evidence gathered within 21 working days (unless precluded from doing so by some reason
beyond their control). The Chair of the Trustees will make a decision within 7 days after receiving
the finalised report, as to whether the attempted or actual fraudulent activity should be reported to
Action Fraud.

If evidence comes to light that the information supplied is misleading, dishonest, or fraudulent
(including the intentional omission of relevant information) then KSEF reserves the right to amend
or stop future payments and recover from the parents any payments already made to the student.
Recovery of losses should be sought in all cases in accordance with the Trustees' duties to
manage charitable funds.

15.5 Protection of those reporting fraud suspicion

Individuals who report suspected fraud in good faith shall be protected from retaliation and their
confidentiality shall be maintained to the fullest extent possible.



16. Data Protection Policy

Policy summary — this policy explains how KSEF will comply with GDPR and other relevant data
protection law and how KSEF will safequard personal data of applicants, recipients and donors.

16.1 Introduction:

KSEF acknowledges that in the administration of its bursary program it is likely to hold and process
personal data. KSEF is committed to protecting the personal data of its stakeholders and fulfilling
its obligations under UK data protection legislation. This policy sets out KSEF's commitment to
data protection and how we comply with the key legislation.

The policy applies to all individuals whose personal data is processed by KSEF including:
o ftrustees
o staff, contractors and volunteers
o donors and fundraisers
o beneficiaries and applicants for bursaries
o visitors to our website

This policy applies to all personal data held on a filing system by KSEF regardless of whether it is
in paper or electronic format. This policy covers all activities of KSEF where personal data is
controlled or processed as defined by the Data Protection Act 2018 regardless of the geographical
location of the person processing the data.

16.2 Key definitions

Term Definition

Personal data Any information relating to an identified, or identifiable, individual.
Examples include a name or unique reference number.

It may also include factors specific to the individual’s physical,
physiological, genetic, mental, economic, cultural, or social identity.




Special
categories of
personal data

Personal data which is more sensitive in nature and therefore needs more
protection. This can typically be categorised into information about an
individual’s:

- Racial or ethnic origin

- Political opinions

- Religious or philosophical beliefs

- Trade union membership

- Genetics

- Biometrics (such as fingerprints, retina and iris patterns), where
used for identification purposes

- Health — physical or mental
- Sex life or sexual orientation & gender

Processing

The lifecycle of personal data / what an organisation does with that data
including:

- Collection

- Recording

- Organising

- Storing

- Adapting / Altering

- Retrieving

- Using

- Erasing / Destroying

Processing can be automated or manual.

Data subject

The lifecycle of personal data / what an organisation does with that data
including:

- Collection

- Recording

- Organising

- Storing

- Adapting / Altering

- Retrieving

- Using

- Erasing / Destroying

Processing can be automated or manual.

Data controller

A person or organisation that determines the purposes and the means of
processing of personal data.

Data processor

A third party who processes personal data on behalf of the data controller.
Examples include contractors and suppliers of services.




Personal data A breach of security leading to the accidental or unlawful destruction, loss,
breach alteration, unauthorised disclosure of, or access to personal data.

16.3 Data Controller

KSEF is the Data Controller for all personal data processed by the charity which means that KSEF
is ultimately responsible for how that data is processed and KSEF makes decisions related to it.
KSEF is registered with the ICO with registration number: ZA553185.

16.4 Responsibilities

The board of trustees hold the overall responsibility for data protection compliance within the
charity and will make any key decisions regarding the processing of personal data.

The charity has appointed an individual responsible for data protection within the organisation.
George Oliver is the data protection representative' (DPR) for the charity and will be responsible
for the day-to-day implementation of policies and procedures. The DPR is the first point of call for
the charity for any questions related to this policy or data protection and can be contacted using
the following details:

Telephone no 020 7590 9000 (ask for George Oliver, DPR for KSEF, to return your call)
Email address GeorgeO@galsec.co.uk

All staff, contractors and volunteers working on behalf of KSEF have a responsibility to comply
with this policy when processing personal data. We also ask that individuals inform us of any
changes to their own personal data such as changes in address to ensure our records are
accurate.

In addition, KSEF asks that all individuals working on behalf of KSEF notify the charity without
undue delay if one or more of the following circumstances occur:

o There are concerns that this policy is not being followed

o They are unsure if they have a lawful basis to process personal data in a particular way or
are uncertain whether to seek consent or not

o They receive a request relating to the rights of individuals under the UK-GDPR
o They wish to transfer data outside of the United Kingdom
o There has been a data breach

KSEF ensures that all individuals working with the charity understand their obligations and the
charities commitments to keeping data secure. Staff who do not comply with this policy may face
disciplinary action.

16.5 Data protection principles

The UK-GDPR outlines six key principles that all organisations must comply with. Below, KSEF
outlines its commitments whereby:

o Personal data will be processed lawfully, fairly and in a transparent manner: The charity
will only process personal data if it has one of the 6 lawful bases to do so under data
protection law. KSEF currently rely upon one of the following:

i.  The data needs to be processed so that the charity can fulfil a contract with the individual.
ii. The data needs to be processed so that the charity can comply with a legal obligation

iii. The data needs to be processed to ensure the vital interests of the individual e.g., to
protect someone’s life

" Also known as a Data Protection Officer
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iv. The data needs to be processed for the legitimate interests of the charity or a third party
(provided the individual’s rights and freedoms are not overridden)

v. The individual has freely given clear consent.

The charity does not currently process special categories of personal data. Should this change,
this policy will be updated to incorporate the additional conditions that KSEF needs to meet from
the UK-GDPR and DPA.

Where consent is applicable, all individuals are informed of their right to withdraw consent and
provided with instructions on how to do so.

o Personal data will be collected for specified, explicit and legitimate purposes only.

o The charity processes personal data only where it is adequate, relevant and limited to what
is necessary for the purposes of processing.

o All personal data processed will be kept accurate and up to date; individuals have a right
to rectify any incorrect personal data.

o Personal data is kept for only as long as necessary to fulfil the purpose it was collected for;
and a process is in place to review and dispose of any personal data that is no longer
required.

o The charity adopts appropriate measures to make sure that personal data is secure, and
protected against unauthorised or unlawful processing, and accidental loss, destruction, or
damage.

16.6 Accountability

The UK-GDPR sets ‘accountability' as the overarching principle that binds together the 6 key
principles outlined above. Organisations should be able to effectively demonstrate compliance with
the key principles of the UK-GDPR.

How KSEF complies with the key principles of the UK-GDPR and demonstrate accountability

KSEF has compiled a ‘Record of Processing Activities' containing an inventory of the personal
data that KSEF processes. This forms the basis of KSEF's data protection strategy and outlines
the following information:

i.  The categories of personal data that KSEF processes

ii. The data subjects concerned

iii. The purpose for processing

iv. The lawful bases for processing

v.  Third party data processors if applicable & details of international transfers
vi. Technical security measures in place to protect that data

vii. Retention period of each category of data.

An annual check is performed by KSEF on all personal data held within filing systems to ensure it
is not kept for longer than necessary. Data is securely shredded or deleted if electronic in line with
this policy.

Procedures have been put in place to cover the rights of individuals set out in the UK-GDPR; logs
are also in place to record any information requests. Similarly, the charity has put measures in
place outlining steps in the event of a data breach along with a log to record all breaches. Logs
are reviewed on an annual basis to assess any areas for improvement.

All electronic systems are password protected, whilst paper documentation is kept safely.



16.7 Rights of Individuals

Individuals have several rights in relation to their personal data under the UK-GDPR which are
outlined below along with the process the charity will follow to effectively meet those rights:

Right of Access

Commonly referred to as a ‘Subject Access Request ’(SAR); individuals have a right to gain access
to the personal data that an organisation processes about them. Individuals have a right to ask the
following:

i.  Confirmation that the charity processes their personal data

ii. The categories of personal data processed

iii. The purpose of the processing

iv. Whether it is shared with any third parties

v. The source of the data (if not the individual)

vi. How long the data will be stored, or the criteria used to determine this period
vii. Access to a copy of their personal data that is held by KSEF

viii. Whether any automated decision-making is being applied to their data, and what the
significance and consequences of this might be for the individual

KSEF asks that all SAR’s are submitted in writing either by letter or email to the charity’s
representative for data protection. Requests should include:

i. Name of individual

ii. Correspondence address

iii. Contact number and email address
iv. Details of the information requested

Any individual employed in a working capacity for the charity that receives a request for personal
information, no matter the method or format should forward it immediately to the charity’s DPR.The
charity reserves the right to verify the identity of the individual making the request.

Other data protection rights of individuals

Individuals have the right to:

i.  Withdraw their consent to the processing of personal data where consent is the lawful basis
for processing.

i. Ask KSEF to rectify inaccurate data.

iii. Ask KSEF to restrict processing or erase data that is no longer necessary for the purposes
of processing.

iv. Ask KSEF to restrict processing or erase data if the individual's interests override the
charity's legitimate grounds for processing data (where KSEF relies on its legitimate
interests as a reason for processing data).

v. Be notified of a data breach in certain circumstances.

vi. Request a copy of agreements under which their personal data is transferred outside of
the United Kingdom

vii. Object to decisions based solely on automated decision making or profiling (decisions
taken with no human involvement, that might negatively affect them)

viii. Ask for their personal data to be transferred to a third party in a structured, commonly used,
and machine-readable format (in certain circumstances)

Individuals that wish to exercise any of these rights should do so in writing or contact KSEF using
the following details:



KSEF

67 Pont Street, London SW1X 0BD
Telephone no 0207 590 9000

Email address info@ksfoundation.org

Aresponse to all requests will be provided within one calendar month unless the request is deemed
complex, in which case a two-calendar month extension may apply. The charity will however inform
individuals within one calendar month of any extensions.

All responses will include a cover letter outlining whether the charity has been able to fulfil the
request in full, part or not at all. Explanations will be provided if the charity is unable to meet any
part of a request. Manifestly unfounded or excessive requests may be refused.

If an individual is unhappy with how the charity has dealt with a request, we ask that they contact
us in the first instance so that we can help resolve their complaint. Individuals also have a right to
complain to the ICO using the following details: https://ico.org.uk/make-a-complaint/data-
protection-complaints/

16.8 Images

As part of KSEF's fundraising activities, KSEF uses images of individuals with their consent;
images include photographs and videos.

The charity will gain written consent for the use of all images, and will clearly outline how and why
the image(s) will be used and if they will be shared on any third-party platforms including social
media, the charity or partner websites or on printed publications.

Consent can be refused or withdrawn at any time. If consent is withdrawn, we will delete the image
and not distribute it further.

16.9 Data security and storage of records

KSEF will protect personal data and keep it safe from unauthorised or unlawful access, alteration,
processing, or disclosure, and against accidental or unlawful loss, destruction or damage.

16.10 Disposal of records and data retention

Personal data that is no longer needed will be disposed of securely. Paper records will be shredded
whilst electronic records will be overwritten or securely deleted.

For bursary applicants who are unsuccessful this will result in the secure disposal of all records 2
years after the appeal period has lapsed.

For applicants who are successful in obtaining a bursary this will result in the secure disposal of
all records pertaining to the bursary awarding process (financials, interviews) 2 years after the
student finishes receiving the bursary.

KSEF will transfer the following personal data from the student's bursary record when the
student finishes studying to the student's alumni record:

¢ Name
e Contact details

e Details of the school the student attends after leaving KS, or another school approved by
KS, as applicable

The sutendt's alumni record will be retained indefinitely but KSEF will check with the alumni on a
regular basis to ensure that information is kept up to date and the alumni may tell KSEF to
remove their details from the alumni database at any time.

All other data shall be disposed of when it is no longer necessary.
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For donors/benefactors, personal data will be disposed of once it is deemed to be no longer
needed.

16.11 Personal Data Breaches

The UK GDPR requires Controllers to notify any Personal Data Breach that meets the risk of harm
threshold (e.g. where a large-scale loss of special category data occurred, where the data breach
is affecting vulnerable students; where the data breach might put an individual at risk) to the
Information Commissioner and, in certain instances, the Data Subject.

KSEF has putin place procedures to deal with any suspected Personal Data Breach and will notify
the Data Subject or any applicable regulator where we are legally required to do so.

In the unlikely event of a suspected data breach, we ask that individuals report to the DPR without
undue delay so that the breach can be assessed accordingly.

Data breaches that are deemed reportable to the ICO will be reported within 72 hours and Data
Subjects will be informed where necessary. The charity will report such data breaches to the ICO
using the following link: https://ico.org.uk/for-organisations/report-a-breach/personal-data-breach/

Records of all data breaches will be kept as a point of reference and method of improving practices.
16.12 Monitoring arrangements

The DPR is responsible for monitoring and reviewing this policy.

This Data Protection Policy does not override any applicable national data privacy laws and
regulations.
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17. Review and monitoring policy

Policy summary - This policy outlines the monitoring and review process for administration of the
bursary program.

17.1 Introduction

KSEF is committed to reviewing the administration of its bursary program on an annual basis to
ensure the program is managed effectively, in alignment with KSEF's charitable object, and in line
with its Policies.

17.2 Annual Review Procedure:

KSEF commits to hold an Annual Summer Meeting of the trustees, where the below points will be
considered:

i.) A comprehensive assessment of the bursary program will be undertaken to review its
performance and impact. This review will be conducted based upon:

o KSEF's financial performance that year;
o Feedback from parents and students;

o Any complaints received;

o Award amounts;

o Performance of bursary recipients.

ii.) A comprehensive financial audit will be undertaken to assess the financial performance of KSEF
and that funds are being used appropriately and efficiently.

iii.) A compliance check will be conducted against relevant laws, regulations, and KSEF's Policies.

The trustees shall compile a report following the Annual Summer Meeting of the trustees, outlining
findings, areas for improvement and recommendations made. Such report shall be implemented
throughout the year and shall be considered on the next Annual Summer Meeting.

The Annual Summer Meeting of the Trustees shall be held in compliance with the 'Proceedings of
the Board" and 'Powers of the Board" paragraphs of KSEF's constitution.

17.3 Annual review of KSEF Policies:

KSEF will review all polices, unless otherwise stated in the subject policy, on the ASM and more
frequently where changes in applicable legislation or changes in circumstances require changes
to be made to policies in the interim.

Updates/changes to policies shall be discussed and approved at the KSEF’s Annual Summer
Meeting of the trustees, unless the implementation of the updates requires more immediate
attention, in which case the updated policy shall be discussed and approved in the interim.

Any significant changes and updates to Policies shall be communicated by KSEF to the relevant
stakeholders.

17.4 Monitoring and implementation responsibility:




The trustees individually and as a collective are responsible for the preparation of, and the
conducting of the Annual Summer Meeting. Following the Annual Summer Meeting, the trustees
shall be responsible for implementing any recommendations agreed upon on the Meeting.

Notwithstanding the above, the trustees shall be able to delegate any of such responsibilities to a
committee, in accordance with Article 50 of KSEF's constitution.



18. Community Outreach Grant Application Policy

18.1 Introduction

This policy applies to all applications for the Community Outreach Grant offered by KSEF. By
submitting an application, applicants agree to comply with this policy.

18.2 Eligibility
Eligible Applicants:
i.  Registered charities;

i. Organisations that qualify as charities under the law of England and Wales but are not
required to register with the Charity Commission.

iii. Organisations that don't qualify as charities under the law of England and Wales, only as
far as the project they wish to fund furthers KSEF's purposes and it is for the public benefit;

iv. Applicants must reside within the Royal Borough of Kensington and Chelsea or within other
London boroughs.

v. Applications shall only be accepted from Eligible Applicants if the project they wish to
support by applying for the Community Outreach Grant aligns with and furthers KSEF's
charitable objects.

Ineligible Applicants:

i. For-profit entities.

i. Applicants making an application in respect of a project that does not align with the
charitable object of KSEF.

iii. Applicants that failed KSEF's due diligence checks and the issues identified at that time
have not been addressed.

18.3 Application Process

Initial Proposal:
i.  Applicants to submit a brief proposal as outlined in the Application Guidelines.
i. Proposals must be submitted by the specified deadline.

Full Application:
i.  Shortlisted applicants will be invited to submit a detailed application.

i.  Full applications must be submitted by the specified deadline, and the application must:

° Demonstrate how the activities funded by the grant will benefit the intended
beneficiaries and how such activities further KSEF's purposes;

°  Set out how use of the grant will be managed;



° Give details of the key individual(s) who will be responsible for the management of the
grant and for delivering the proposed project;

° Provide a budget for the proposed project.

°  Additionally, where the applicant is not a charity, the non-charitable organisation should
provide a statement that it understands that the grant must only be used to further
KSEF's purposes and for the public benefit.
Submission:

i.  All applications must be submitted electronically to info@ksfoundation.org

i. Late or incomplete applications will not be considered.

18.4 Due Diligence

When the trustees are considering a grant application, they will undertake due diligence checks
on the applicant. The checks that are undertaken will vary according to the trustees' assessment
of any risks associated with the proposal or the applicant.

The checks must be sufficient to satisfy the trustees of the identity of the applicant and that the
funds will not knowingly be used for money laundering, terrorism financing or bribery.

Due diligence may include requesting details of, and taking such steps as the trustees consider to
be reasonable to scrutinise, any of the following, as applicable:

(a) the applicant's governing documents;

(b) the applicant's status as a charity, including (where it is required to do so)
evidence that the applicant has been registered with a charity regulator;

(c) the applicant's latest accounts and financial position;

(d) the identity of the applicant's directors, trustees, executive committee or other
key personnel, in particular, to seek to establish whether they are authorised
to act in that capacity;

(e) the applicant's relevant operational policies (for example, policies in relation
to safeguarding children where the funded project would be in connection to
children);

(f)  the applicant's aims and values; and

(g) any external risk factors that might affect the proposal.

Where the applicant is well known to the trustees and the relationship has been long-standing, the
amount of due diligence undertaken may be reduced.

The trustees shall keep a written record of any due diligence that they undertake.

18.5 Grant Making Decision

The trustee board of KSEF have ultimate responsibility for all grant-making decisions and for
ensuring that all funds awarded are used to advance KSEF's objects.
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The trustee board must declare the nature and extent of any interest, direct or indirect, which could,
or could be seen to, prevent them from making a grant decision only in the best interests of KSEF.

KSEF will notify all applicants of the outcome of their application in writing.
If an applicant is awarded a grant, the trustees will:

i. set out the key terms of the grant and any conditions that are attached to it in a grant
agreement and

i. ask the applicant to sign the grant agreement to indicate that they accept the terms and
conditions.

If the trustees decide not to award a grant for a proposal the trustees are not obliged to give the
applicant reasons for their decision.

The trustees' decision whether to award a grant is final.

18.6 Funding

i Grant Amount:

°  Grant amounts are defined on a case-by-case basis depending on how impactful they
potentially might be for the community.

° KSEF reserves the right to make a partial funding.

i. Funding Period:

°  KSEF will only commit to fund projects for one year at a time. Therefore, a project
funded by KSEF must be completed within one year of the grant award date.If the
project overruns the one-year funding period, KSEF reserves the right to stop providing
funds after the one-year deadline.

iii. Eligible Expenses:

° Direct project costs such as materials, supplies, venue hire, marketing, and staff or
volunteer expenses.

iv. Ineligible Expenses:

°  Ongoing operational costs, activities outside the specified area, and projects that do
not align with KSEF's charitable objects.

18.7 Reporting and Accountability

i. Progress Reports:

° Recipients of the Community Outreach Grant must submit a mid-term progress report
detailing the project's status and any challenges faced.

i. Final Report:

°  Afinal report must be submitted by the recipients of the Community Outreach Grant at
the end of the project, including outcomes, financial summary, and lessons learned.

iii. Financial Accountability:



°  Recipients of the Community Outreach Grant must maintain accurate financial records
and provide receipts for all expenses.

° KSEF may at any time take steps to monitor the use of the grant. Arrangements for
monitoring use of the grant may include asking the recipient to provide any of the
following:

° Copies of records such as receipts, invoices, bank statements to show how
funds have been used;

° Regular written or verbal updates showing progress to date, summarising key
achievements or problems encountered, indicating whether targets have been
met and giving reasons for any delay;

° Information about any proposed changes to the proposed activities.

18.8 Use of Funds

i. Purpose:

o

Funds must be used solely for the purposes outlined in the approved application.
i. Unspent Funds:

°  Any unspent funds must be returned to KSEF within 30 days of project completion.
ii. Misuse of Funds:

o

Misuse of grant funds will result in termination of the grant and may require repayment
of funds.

18.9 Termination

Termination by KSEF:

° KSEF reserves the right to require repayment of the grant if the recipient fails to comply
with these terms and conditions.

Notice of Termination:

°  Recipients will be given 30 days' notice of termination, during which they must cease
all funded activities.

18.10 Contact Information

For any questions or further information, please contact: Emai: info@ksfoundation.org
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