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Please use this document to help you complete our application form(s)
If the information below is not clear, please email us at grants@sycf.org.uk or call us on 0114 242 4294.  

We look forward to receiving your completed application form. 

General

Please complete the form clearly, in black ink.  Alternatively, you can download the form as a word document and complete it.  Please note that it will need to be printed out for signing by the group and the independent referee.
Please try not to leave any sections blank. If a question doesn’t apply to you, please say ‘not applicable’ or if you don’t know the information, please state ‘don’t know’. This helps us to know that you have read the question and thought about how it applies to you.

“Activity / project” means the specific item or event that you are applying for funding for. It does not mean the overall aims or general activities of the group. However, if your application is for running costs, Section 6 should be completed in terms of the overall objectives and beneficiaries of the group.

Section 1

By ‘group’ we mean the organisation that is applying for the grant.

Under the ‘main activities’ of your group please tell us about the kinds of events, sessions or other activities that you hold and how frequently they happen. This question is not about the aims of your organisation but is asking you to tell us what you actually do.

If you don’t know where your beneficiaries live, please indicate this.

Section 2

Please indicate…

· …if your group is a locally constituted branch of a nationwide organisation – if so, please state the name of the organisation. 

· …if you have any formal or informal partnerships with other groups and actively work together with them. This includes commercial organisations, statutory bodies and other voluntary / community groups. Please state what the relationship is.

Section 3

Your Management Committee should consist of at least 3 members and preferably more. 

The address we need for each member is their home address. Applicants and Committee members should be aware that, in order to fulfil its duty to protect public funds, SYCF may use this information to prevent and detect fraud. SYCF may also share such information, for the same purpose, with other organisations that handle public funds.

Please tell us about any (personal or professional) relationships that exist between your paid staff and your Management Committee members. If these relationships do not exist, please still tell us the names and roles of your paid staff. 

By ‘volunteers’, we mean people who are not on the Management Committee, nor paid staff, and who regularly support your activities.

Section 4

Based upon your previous year’s activity, please state the source(s) of your income. For example, grants, fees, membership subscriptions, donations etc. Please tell us the approximate amounts that you have received from each source, and when your financial year runs e.g. April – March.

· If your group has been running for 12 months or more, please send us a copy of your most recent annual accounts and a copy of your latest bank statement.

     OR

· If your group is new and has been running for less than 12 months, a copy of the most up to date bank statement and a copy of an itemised income and expenditure summary
Section 5

Your group should have its own bank account to receive a grant. However, you can nominate another group to accept the grant on your behalf – this must be a group and cannot be an individual.

A minimum of two people from the nominated group is required to sign cheques for your group.

Section 5b must only be completed by the nominated group or organisation that is willing to accept a cheque on your behalf we require a bank statement from the nominated group.

We require copies of the following documents from the nominated group:

· Rules or Constitution

· Accounts (if available)

· Bank statement

Section 6

This section forms the main part of your application. We want you to tell us what you are aiming to achieve, how you are going to achieve it and how you will know that you have achieved it.

Please tell us:

· How you know that there is a need for the activity / project that you are applying for funding for – for example, local residents or your target beneficiaries have requested the activity or you have run a similar activity / project in the past and you obtained very positive feedback and wish to run it again.

· TIP: Think about what first gave you the idea for the activity / project.

· How confident your group is that it can run this activity / event successfully.

· TIP: This includes all the skills that your Management Committee and volunteers have. It doesn’t refer to any specialist skills that you may have to buy in to deliver the activity itself.

· How you will attract people to attend or participate in the activity / project.

· TIP: Think about how you will ensure that the activity / project is used by everyone who could benefit.

· What difference or change this project will make to the lives of the beneficiaries and/or your community e.g. achievement of a qualification for volunteers so that they are trained to support the group more effectively or reduced isolation and improved health and well being for vulnerable people through the development of social skills. 

· TIP: Think about any problems the activity / project might address.

· How you are planning to show that positive outcomes were achieved. For example, attendees might be asked to complete a feedback form to describe what benefits they achieved or you might show an increase in the number of attendees at your group by sending us a copy of your attendance register that covers the period before and after your activity has run. 

· TIP: This is about providing evidence – it can be written evidence such as feedback forms or photographic to show how well attended your event or activity was.

We understand that you may only be able to start your activity / project on receipt of funding – if so, please complete the relevant question by telling us how long the activity will last. This will help us to know when to ask for your End of Grant Monitoring Report.

· Please remember that this application cannot proceed if you have not returned the monitoring form from any previous grant(s). 

Finally, we need to know whether you have any plans to continue the activity / project beyond any funding that you might secure from us.

Section 7

Please tell us the age range of the biggest proportion of your target beneficiaries i.e. the people that the activity / project is aimed at.

· If you support an equal number of people in two or more age ranges e.g. 8 children aged 5-9 and 8 young people aged 10-13, please tick both.

For the ethnicity question, please indicate the ethnic origin of most of your target beneficiaries.

Please tell us how you intend to ensure that everyone who is included in your target audience is given the opportunity to take part. For example, you might include details of how you will publicise your activity / event. 

· If your application is for running costs, tell us how you publicise your group.

Section 8

This section is quite detailed because we need to know that you have thought about:

· The individual costs of the items that you are applying to us for funding for, and

· All the items that you might need or costs that you might need to cover when running the activity / project. 

For example, if you are applying for a grant for running a drop-in session, this might include stationery, advertising (leaflets/posters), room hire, specialist resources etc.  If you need to present the information differently please use your own, separate sheet(s).

We need to see 2 comparable quotes for all equipment and/or services (including VAT) that you will need to purchase but only for the items that you are asking us for. If you have run a similar activity in the past it is important that you obtain new quotes – we cannot provide a “top-up” grant if the costs turn out to be higher than you thought.  

If you have submitted or intend to submit other applications to fund this activity / project, please tell us about them and their status (e.g. submitted, not yet applied, awarded).

If your group is applying for equipment insurance will be required. If your group is running an event and public liability insurance is required. When completing and signing off the application form your group is agreeing to abide by the grants conditions in Appendix 1 which includes responsibility for taking out appropriate insurance. Please note, if you do not have any of these insurances – the cost for obtaining a policy can be included in your application.

If your activity / project is dependent upon this funding, please say so. However, please think about whether a smaller-scale activity / project could be run on a reduced budget – if so, please tell us what would be reduced e.g. number of attendees or number of sessions.

Section 9

Your application must be endorsed by someone who knows and has seen your work but is independent of your group. They must understand what you are applying for. 

The referee must not be a member of your Committee nor someone who uses your services or a family member. 

The referee may be contacted before a grant is made, so please select someone who can be contacted within four weeks of submission of your application.

Section 10

Before you obtain signatures for the declaration, please ensure that whoever is signing has read Appendix 1, the Grant Conditions Declaration.
Section 11

Constitution or Rules

These must be the latest version and be signed and dated by at least two members of the Management Committee.  

Bank Statement

We need a copy of a the most recent bank statement

Accounts / Income & Expenditure
If your group has been running for more than 12 months, please send us your last financial year’s accounts. If your group has been running for less than 12 months, please send a copy of an itemised income & expenditure summary
Safeguarding / Child Protection Policy

If your group supports young people under 16 years old, we require a copy of your Child Protection policy which must include the names and contact details of two Child Protection Officers, and a written procedure saying what your group would do if there was an incident and which statutory bodies you would report to.

Insurances

If you are purchasing equipment, we may need to see evidence that any items are covered under an appropriate insurance policy. This may be the insurance for the building where they are permanently stored. You may apply for funding for insurance as part of your overall activity / project costs.

Guidelines for specific funding streams

Grassroots Grants

Please refer to the Grassroots Grants Overview & Criteria sheet to help you assess whether you are eligible to apply for this scheme. 

If you are eligible and wish to apply please read the notes attached to the Grassroots Grants Application Form regarding the application process.

Please email us at grassroots@sycf.org.uk or call on 0114 242 4294 if you need any further help or advice.
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