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Guidance notes
Steps to completing a grant application to South Yorkshire Community Foundation

Help us to help you

Thank you for your interest in South Yorkshire Community Foundation.
We pride ourselves on delivering effective, efficient, targeted grant making into communities that need it most. The money we distribute comes from a variety of donors – individual philanthropists, businesses and trusts – who want to see that we make the best possible use of the money they have donated. In addition, we want to ensure that the voluntary and community groups who apply to us get the best possible support.

Unfortunately, the need for charitable funds is greater than the supply. There is a great number of voluntary and community organisations across South Yorkshire which deserve our help, and it is our job to make the donors’ money stretch as far as we can. Our funding decisions are made by panels of local volunteers, people who know the local communities and their needs well. Sometimes they are called on to make difficult decisions – a choice of equally deserving groups, perhaps, when there is only sufficient money available to award one grant. 
So, sadly, submitting a valid application which fulfils the criteria of one of our funds may not guarantee that you are successful.  We may simply not have the money to award to you.
However, we will do our best to find you the money you need. 

We hope the following guidance will help you to make a good application to the Foundation. While we can’t guarantee success, we will give you the best chance we can. Hopefully, these notes will explain clearly not only what information we need from you, but why we need it.

Above all, we are here to help you. If there is any aspect of your application which is proving difficult, any information you can’t provide or anything you don’t understand, please give us a call on 0114 2424294 to talk it over or email grants@sycf.org.uk.

The Process
First of all, we ask you to complete Part A, which tells us who you are and what you would like to do. This form will tell us some basic details of your organisation, what you do and what you need the grant for.  Part A will usually be submitted to us online, but we can provide a paper version if you need it.

We use Part A to make an initial assessment of how we should proceed with your application. South Yorkshire Community Foundation delivers over a hundred different funds on behalf of donors; some have broad objects and are open to applications from a wide geographical area, others are more focused on particular issues or specific communities. We will use the information on Part A to try to match your application to a donor. We may refer back to you if we are unsure about anything. If we feel at this stage that you are unlikely to be successful, we will tell you so, to prevent you wasting time on completing further forms to no purpose.
If we believe we can match your application to a donor fund, we will invite you to complete Part B which asks for some more in depth information on your organisation including some details of your finances and governance.
We use Part B to confirm your eligibility and to prepare your application for presentation to a grant panel. In effect, we will use the information from this form to make a case for your application to be approved. Again, we may refer back to you for clarification if necessary.
Grant panels take place generally every three months in each of five areas; Barnsley, Doncaster, Rotherham and two in Sheffield. The panel will consider whether your application meets the criteria of the fund, whether you have demonstrated that you have the capacity to deliver your chosen project, and whether you address an identified need.
Note that in some cases, the donor may also wish to view your application before funds may be released.
Panel may decide to:
Approve your application; we will inform you as soon as possible. Payment normally follows within a few days.

Approve your application conditionally; we will inform you as soon as possible what conditions need to be fulfilled for your application to be approved.
Defer your application; we will inform you as soon as possible of the terms of the deferment. It could be that the panel requires more information to enable them to make a decision or there may be other circumstances where the panel wishes to delay a decision until a later time. 
Reject your application; we will inform you as soon as possible, giving full reasons for the decline.
If your application is successful, we will forward a cheque to you, together with a copy of the End of Grant monitoring form which tells you what evidence we will need you to send when your project is complete. We can provide an email copy of the monitoring form if you need one.
In summary:
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Part A

If you have any difficulty at all when completing this form, please contact us on 0114 2424294 and we will do our best to help.

 Please submit your Part A online if at all possible. However, if it isn’t possible, please contact us and we will arrange to email or post you a version to complete and return.
Try not to leave any sections of the form blank. If a question doesn’t apply, please put ‘no’ or ‘not applicable’, so we know that it hasn’t simply been missed.

Section 1 – All about You.

1.1 Organisation:  The full name of your group, club or organisation as on your Governing Document and Bank Account. Please do not use abbreviations or nicknames as this can confuse. We often refer to your ‘group’, rather than organisation, club or business, as it is a ‘catch all’ term.
1.2 Address:  Where your group generally meets if you have a regular venue. If not, the main contact address. 
Main contact: The applicant or a committee member who has full knowledge of your group and the application details. This is the person we will contact if we have any queries. 
Position/Role: Probably secretary, treasurer or chair, but it is acceptable to put trustee, member, coach or other title so long as you are authorised by your group to make the application.
1.3 Start Date: Use the same date as your constitution or rules were signed, if you have it.
1.4 What type of organisation are you?
Registered Charity/limited company: Please enter the charity and/ or company number if you have them. 
Unincorporated club or association: The majority of our applicants fall into this category; it includes most local voluntary and community groups.
Community Interest Company: Please include the incorporation number registered with the CIC registrar.
1.5 Part of larger regional or national organisation: Are you part of a national or regional movement? For example: The Samaritans, The Scouts, Age UK.
1.6 Staffing and volunteers
Full time staff/workers: Number who are directly employed by the organisation. Not sessional staff.
Part time staff/workers: Number who are directly employed by the organisation. Not sessional staff.
Management committee: Includes your chair, secretary, treasurer, other named officers and board members.
Volunteers and helpers: Number of people who are not on your management committee and are not paid staff but who regularly support your activities. (Yes, that does include the lady who makes the tea at meetings.)
1.7 Aims and Main Activities: This is the opportunity to ‘sell’ your organisation. Don’t just copy your Aims and Objectives from your governing document – instead, tell us what your organisation actually does from day to day, tell us who benefits and showcase the organisation’s major successes and achievements. This is the place to inspire. 
Section 2 – Tell us about your grant application

2.1 Project name: We tend to use the word ‘Project’ as a convenient term to cover all eventualities. You may have a distinct project in mind for which the grant will pay wholly or in part, e.g. ‘summer activities’, but equally the grant may be intended to buy equipment which your group needs to run its everyday activities. If there is no distinct ‘stand alone’ project, fill in the name of your organisation again.
2.2 Average income: If you are a small group with no proper accounts, please enter your last full year’s income. If you are a new organisation, enter your income to date. 
2.3 Have you received grant funding before?     
}    Tick the boxes as appropriate. We will ask for
2.4 Are you seeking other funding?


}    further details in Part B of the application.
2.5 New work/continue existing work?

}
2.6 Project start and end dates: Remember that our panels take place quarterly. If your project is to start in the near future, contact us to confirm deadline dates for applications. We can’t fund retrospectively, so if your project has already started when we go to panel, you may make yourself ineligible for a grant.
2.7 Local authority area? E.g. Barnsley, Rotherham, Sheffield or Doncaster, or any combination of these four.
2.8 In which area? If your organisation serves a particular area, please state. E.g. Rawmarsh, Burngreave, Balby. It is ok to state ‘South Yorkshire wide’ or ‘Sheffield wide.’
2.9 and 2.10 Please note, these fields are for office use.
2.11 What would you like to do with your grant? Please give detail. Tell us how you intend to spend the grant, who will benefit and why you need it.
For example, if you wish to use the grant to buy in some training, tell us what the training is, who will be trained and why it is necessary. 
Or:  “We would like to buy a gazebo as a shelter for our fundraising team to use when they attend local events. The team raised £500 last year but our old gazebo was second hand and is now worn out.”
2.12 Explain how you know that people want this project?  Include why the intended purchase is needed as well as who needs it. Remember, it may be obvious to you that a certain piece of equipment is necessary for an activity – it may not be so obvious to us or to the grant panel. Add any statistical information you have which might demonstrate need - remember that you may be competing with other deserving applications for a limited amount of money. What makes your project a higher priority for the funds? Do you have a waiting list for prospective members? Have you run the activity before and have feedback sheets? A local survey?
 Alternatively – what gave you the idea for the project?
2.13 Please explain how the people or community are disadvantaged: Explain the problems faced by your members/ beneficiaries. Feel free to add what needs to be done/what you are doing to alleviate them.
2.14 Outline the benefits and outcomes: This is an important question for the panel, as they may have to judge between competing applications which grant would have the greatest impact. Provide actual numbers if you can: 30 older people helped out of social isolation; 10 people trained; membership to increase by 20%.
2.15 Explain how you will collate, measure and report: For example: will you provide attendance lists for your meetings, feedback sheets or copies of training certificates? This section is about providing evidence that you have done what you set out to do. Remember: doing this well could improve your chances of success with a future grant application.
2.16 How do you see this project/activity progressing? Do you require the grant for a specific one-off purpose or will the benefit be ongoing? For example, if the grant is needed for running costs or room hire for your group for a given period, will the group cease when the grant is fully spent or do you have plans to enable it to continue?
Section 3 – Who will benefit
We mainly use these questions as a means to collect statistical information for our donors and potential donors. As mentioned above, some donors prefer to nominate specific types of beneficiary for their charitable donations. We can use the information in this section to match donors with suitable applicants. 
3.1 Number of beneficiaries:  The number of people that you could confidently predict will benefit from the award of this grant. Remember that this may include not only direct beneficiaries of your project, but also parents, carers and volunteers. Please enter a number rather than words. 

3.2 Beneficiaries: Note the categories of people who will benefit from your project. If your project is open to all, please don’t just tick all the boxes. Choose the boxes which reflect the actual beneficiaries you expect will participate. Don’t worry – we know this will be an estimate.
3.3 Age groups: Note the age range of the biggest proportion of your beneficiaries as the Primary age group, but don’t forget to note other beneficiaries. You may run a toddler group for the 0-4 age group, making this the Primary category, but don’t forget that parents attend too.
3.4 Ethnicity: Again, if you are open to all, please don’t just tick all the boxes. Choose the boxes which reflect the actual beneficiaries you expect will participate.
3.5 Issues: There may be a main issue which your project has set out to address, but you should also include other issues which are connected or incidental. For example, you may provide exercise classes for older people in order to improve Health and Wellbeing, so this is your Primary Issue, but the project may also promote Social Inclusion and provide Counselling, Advice or Mentoring, so you should also tick these boxes.
Section 4 – Project Budget
This section requires a detailed breakdown of your budget stating exactly what you intend to pay for. If your application progresses to full application stage, we will ask you to provide written quotes then. State specifically what the item is; for example, ‘hire of community hall to stage event’ rather than just ‘event costs’.
Our grant panels will want to be satisfied that you will obtain the best deal you can when spending the grant money. If you wish to purchase a particular item where there are cheaper alternatives available, state in the narrative why it is necessary for you to buy the more expensive one. For example, you may wish to buy a petrol strimmer for your allotment group because the cheaper electric alternative will not be as robust and will not last as long.
If the grant is required to purchase equipment, appropriate insurance will be needed; this is one of our standard grant conditions. Also, if you are running an event, Public Liability Insurance may be necessary. In both cases, the insurance premium can be included in your application.


Well done! Now you have completed Part A, you can submit it to us for initial assessment.  We will aim to let you know as soon as possible and hopefully within 4 weeks whether or not you have been invited to proceed to complete Part B and conclude your application.
Part B of the application is chiefly concerned with providing us with information to back up or confirm the details you give us in Part A and confirming that you are eligible for a grant. It may highlight areas where you need to do something to strengthen your eligibility.

 Don’t forget – if you have any problems, queries or concerns about completing the form, please ring us on 0114 2424294 or email grants@sycf.org.uk to discuss them.

Grants team
South Yorkshire Community Foundation
Unit 3 – G1 Building
6 Leeds Road
Sheffield 
S9 3TY
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