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Email		helpthroughcrisis@biglotteryfund.org.uk
Phone		0345 4 10 20 30
Text Relay	18001 plus 0345 4 10 20 30 this is for people with a hearing impairment
Our website	www.biglotteryfund.org.uk
Accessibility
Please contact us to discuss any particular communication needs you may have.
Our equality principles
Promoting accessibility; valuing cultural diversity; promoting participation; promoting equality of opportunity; promoting inclusive communities; reducing disadvantage and exclusion. Please visit our website for more information.
We care about the environment
The Big Lottery Fund seeks to minimise its negative environmental impact and only uses proper sustainable resources.
Our mission
Helping people most in need.
Our values
We have identified three values that underpin our work: being supportive and helpful, making best use of Lottery money and using knowledge and evidence. You can find out more about us, our values and the funding programmes we run by visiting our website www.biglotteryfund.org.uk
The Big Lottery Fund is committed to valuing diversity and promoting equality of opportunity, both as a grant maker and employer. The Big Lottery Fund will aim to adopt an inclusive approach to ensure grant applicants and recipients, stakeholders, job applicants and employees are treated fairly.
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Part one: Introduction 

Congratulations on being invited to stage two of the programme. In this guide we explain what you need to do to complete your stage two application. Read the guide carefully. If there’s anything you don’t understand, or you have any questions, please get in touch. We’ll do our best to help.

Completing the form
· We will only accept proposals from organisations invited to submit a full application. 
· Make sure you’ve answered every question and that you have completed the checklist in part 11 of this application. Email your completed form to helpthroughcrisis@biglotteryfund.org.uk , putting the name of your organisation from question 7.1 into the email subject line.
· We prefer to receive application forms by email, however if you don’t have access to email please post your application to: Help Through Crisis, Big Lottery Fund, 2 St James Gate, Newcastle upon Tyne, NE1 4BE
Deadline for applications
· Your application must reach us by noon on Friday 11 December 2015. We won’t accept any applications after this.
Help with your application form
· Our letter inviting you to stage two includes the name and contact details of your funding officer. They are your main point of contact if you have any questions. The best way to get in touch with your funding officer is by email. If you don’t have email or would prefer not to use it, you can phone them instead. If you have any particular communication needs that you’ve not already told us about, let us know and we’ll do our best to support you in submitting your application.
· We are planning to hold a series of webinars on the stage two application process. We will inform you of the dates of the webinars in due course.
· Our website (www.biglotteryfund.org.uk) has further information, advice and tips to help you complete your application. It also provides information on sources of local support that give advice on funding. 
· Our Getting funding and planning successful projects guide is a must read for all applicants. It explains the key elements of our approach to funding and has examples that will help you complete your application. If you use it to help you fill in this form, your application is more likely to be successful.


Part two: Programme summary
a) About the programme

We are looking to fund projects that draw on the strengths and personal experience of people facing hardship crisis so that they can overcome immediate difficulties and be ready for future opportunities and challenges.  
We will invest up to £30 million to fund best practice, collaborative projects that will provide tailored support, advice and advocacy to enable people to address difficulties and be in a better position to improve circumstances. 
We expect to fund between 50 and 70 projects across England and will work with them to build on good practice and maximise learning for the benefit of the projects themselves and the wider voluntary sector. 

b) What are we looking for?
In order to achieve our outcomes for this programme we are looking to fund projects that:
Provide targeted and tailored, advocacy and advice
Advocacy and advice plays a key role in supporting people through challenging issues, and we expect this to form the basis of the activities that we fund. This is because focused, hands on support and tailored or specialist advice can help people identify, access and navigate services to tackle their immediate needs and take back control of their lives.
Use the strengths and expertise of people with lived experience 
We expect projects to utilise the strengths and resources of the people and communities they support. We believe that the knowledge and experiences of past and current service users are fundamental to providing the right service and overcoming some of the barriers people experiencing crisis face. We want projects to support and enable people with personal experience to influence and shape projects from day one. Projects should therefore involve past and current service users in the development, delivery and evaluation of services. 
Put people at the centre of your approach
We want to fund projects that deal with all of the issues that a person experiencing hardship crisis is facing.  For example, they may ask for help because they have just become homeless. Once that immediate situation is addressed there may be other issues that they need support with to get their life back on track. These could include advice on benefit entitlement, debt, or support with mental health issues. The range and combination of issues can be varied and we would expect the projects we fund to have the right networks, partnerships and relationships to be able to provide the wrap-around support required to help people work through these issues.
Tackle immediate needs
Sometimes, people will need help to address their immediate crisis before they are ready for help to tackle the underlying causes of their situation. To provide this help, projects may also include activities such as the provision of hot meals or food parcels, emergency furniture and, clothing or shelter, before providing the ongoing advocacy and advice that can enable people to move forward and regain control of their lives. A maximum of five per cent of project costs can be spent on such items.  
Identify and work with those that find it difficult to access mainstream services  
Some people find it harder than others to access the support and services they need. This might be because of concerns about opening up to, for example, statutory services, undiagnosed needs or isolation. We want to fund projects that include organisations with a strong and trusted presence in the community, which will proactively target people who have most difficulty in engaging with mainstream services (through methods such as outreach, community champions, peer advocates for example). 
You should consider the range of organisations you will work with to make sure people who find it most difficult to navigate services are able to get their views across, get the help they need and improve their lives. This includes those with specific needs or from particular equalities groups. 



Collaborate
The organisations we fund will need to work closely with other organisations, including statutory services, to consider the barriers people face in accessing the right support and bring together a range of proven approaches through tailored, person-centred support. 
In your application (question 4.2) you need to show the names of the organisations you plan to collaborate with and the strengths they will bring in order to address the problems experienced by the people you intend to support.  In particular, any locally based organisations which understand and have established connections with the area and communities you will work with.
You do not need to have a partnership agreement in place at this stage. If you are awarded funding, you will need to sign a partnership agreement with your partner organisations prior to any funding being released. A draft of this agreement will need to be approved by us before it is finalised. You can find guidance on what a partnership agreement should include at www.biglotteryfund.org.uk/good-practice-guide-working-in-partnership  
Learn from what you do and share with others

Through this funding we want projects to learn and obtain evidence about what works and the impact of the services and activities provided. We understand that the opportunities and challenges people experience will change alongside the context and issues that impact on their lives. We want projects to be responsive to such changes. 

We want projects to include a robust independent evaluation and we will provide support throughout the lifetime of projects to maximise the benefit of our funding and share learning across the sector. All projects that we fund will need to be actively involved in developing and sharing learning. You may commit up to 10 per cent of your grant budget towards this.  We will be funding a learning and evaluation support contract to complement the programme and projects will need to participate in activities that are developed as part of this work.   

Have an exit strategy and consider what is next
We want projects to include activities that support sustainability and lasting impact. This may include enabling a greater beneficiary voice or supporting the diversification of income streams (which may involve enterprising activity or working with mainstream agencies to demonstrate impact and cashable savings).


c) What we will fund

Revenue costs - You can apply to us for some or all of the revenue costs associated with the delivery of your project. 

Overheads - You can include a contribution towards your overheads as part of your revenue funding. By overheads we mean the costs of employees, equipment, space and services that partly support the project you want to fund but also support your other work. 

Capacity building – We recognise that to achieve your ambitions for collaborative working, you may need to invest in the capabilities of your organisation and your partners, such as developing appropriate skills for the project or adequate governance. Further details can be found at www.biglotteryfund.org.uk/building-capacity  As a result we would encourage you to include up to £15,000 for capability and partnership costs in your project budget. 

Capital costs – We will only fund capital items which are essential to deliver the project. We define capital costs as individual items with a cost greater than £10,000, or a series of related items which collectively have a cost greater than £10,000, which can be used for more than one year, including items used to equip a new building, irrespective of the individual cost. We treat items of this nature costing less than £10,000 as revenue.

Items that benefit an individual - We would not normally pay for items that only benefit an individual. However, in order to meet people’s immediate needs, projects may include activities such as the provision of hot meals, food parcels, emergency furniture, clothing, travel costs and shelter. We will allow up to 5% of your project cost to fund these items where they cannot be obtained through an alternative approach, such as via donations or arrangements with statutory or private sector organisations. We will expect you to report this expenditure in your grant reports, should you be successful. Our funding cannot be used for cash payments to beneficiaries.

We will not pay for:
· costs you have to pay for before we give you a grant
· any costs which someone else is paying for, whether in cash or in kind
· travel outside the UK
· funds to build up a reserve or surplus, whether distributable or not 
· loan repayments
· contributions to general appeals.



d) How will you assess my stage two application? 

This application form is a key element in our decision to offer any funding and gives you an opportunity to fully describe how you intend to meet the aims of the programme. We will also use the information from your stage one application, your evaluation report / impact report requested in your stage two invitation letter and we may contact you through telephone discussions and/or visit to find out more about your plans.  

We’ll consider the information you provide against the following: 

Outcomes: 
Will the project bring about the changes we are looking for? 
· People who have experienced hardship crisis are better able to improve their circumstances.
· People who are at high risk of experiencing hardship crisis are better able to plan for the future.
· Organisations are better able to support people to effectively tackle hardship through sharing learning and evidence.
· Those experiencing, or who are at high risk of experiencing, hardship crisis, have a stronger, more collective, voice, to better shape a response to their issues.

Approach:
Is the way the project will be delivered realistic? We will particularly be looking at:
· how well the project is likely to be delivered and achieve the programme outcomes
· how well the project has been planned, and will be managed, monitored and reviewed, including gathering learning and managing risk. You can find out more at www.biglotteryfund.org.uk/informationchecks 
· to what extent have people with lived experience been involved in developing the project and if this will continue during its delivery
· to what extent will the skills, resources and expertise needed to deliver the project be available (and are any assumptions about funding from other sources realistic).

Experience: 
Do you have the skills, experience and resources to deliver the project? We will particularly be looking at:
· how strong is the track record of the applicant and partners in delivering activities to people facing hardship crisis, particularly those who find it difficult to access mainstream services?
· how strong are the structures and processes for working in partnership with other organisations?





e) What happens next?

· Between October and December 2015 you can discuss your application with your named funding officer. We will also hold a series of webinars to provide further information and opportunities to ask questions. 
· Deadline for submitting stage two applications – noon on Friday 11 December 2015.
· Assessment of stage two applications – between January 2016 and February 2016.
· Stage two decisions and offer letters – March 2016.
· Partnership agreements submitted and approved April to June 2016.
· Between April and June 2016 evaluators from the Learning and Support contract will make initial contact to successful applicants.
· Grants set up and projects to start by end of June 2016.


Part three: What will your project do?
3.1. What would you like to call your project? 
Give your project a short title, something that can be used in publicity if you are successful. 
Write up to 70 characters (including spaces).
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3.2. What will your project involve? 

Give a summary of the issues faced by the people and communities you intend to support and how you intend to work with them. In particular, describe the difference your project will make and why you have chosen your particular delivery model and location. Make sure that you address the following:
· how you intend to provide focused advice and advocacy services and tailor your activities to enable those facing a crisis to take back control of their lives
· how you will make your project open to as wide a range of people as possible, see  www.biglotteryfund.org.uk/learn-about-equality why you have chosen to work with your named project partners
· what strengths and assets you will draw on.

Write up to 600 words.
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3.3. When are you planning to start and finish your project? 
You must start your project by the end of June 2016
	Start date
	Day
	     
	Month
	     
	Year
	     

	

	Finish date
	Day
	     
	Month
	     
	Year
	     






Part four – Your project delivery

4.1 Describe how you intend to plan, manage and review your project.

Explain how your organisation will ensure the project is successful by:-

· describing the management structures in place to manage and review the project and the partnership.
· telling us about the methods you will use to track and review your progress and when this will take place so that you can make sure you are on track towards achieving your outcomes. 
· listing any support and development needs your organisation, staff or partnership have and how they will be met. You can include any associated costs that will help the project run more effectively in your budget, under the heading Capability and Partnerships.
· describing how you will gather your learning and how you will share this more widely so that others can benefit from your experience.

 Write up to 750 words.

	     


















2

4.2 What will each partner bring to your project delivery?

Complete the table for each organisation you intend to work with. 

	List of partners
	Roles & contribution* to deliver the project (about 25 words)

	Outline activities (about 25 words)

	Amount of funding allocated (if applicable)      
£

	     

	     
	     
	[bookmark: Text283]     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     



*By roles & contribution we mean the aspects of the project the partners will have the responsibility to deliver. This may include (for example), recruitment and training of volunteers or provision of advice on welfare benefits. 
Part five – The difference your project will make

5.1 How will people, communities or organisations benefit from your project?

In your stage one application you gave us some information about how you would achieve each of the four outcomes for this programme. We would now like you to tell us how you will measure your progress towards achieving these outcomes. 
· Describe up to two indicators per outcome that you plan to achieve by the end of the first year of your project.
· Describe one indicator per outcome that you plan to achieve by the end of the project. 
We will review your indicators with you during the course of the funding period.
To learn more about outcomes read our Getting funding and planning successful project guide, which has examples of indicators and timescales. 
Write up to 500 words.
	     


















5.2 What are the most important activities you’ll deliver during your project?

Describe the main activities you’ll deliver and give the project years in which they will happen.  Ensure that you address the issues we have set out in 2(b) ‘What are we looking for’ on page 5.
· You can add up to 20 activities and write up to 150 characters in each description (about 30 words).
· Write All years if an activity will happen throughout your project.

	Activity
	Project year

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     



Part six - The funding you need 
6.1 How much will your project cost and how much would you like from us?
The costs you can ask us for are explained at the start of the form. Only include VAT in this table if you can’t recover it from HM Revenue and Customs. Guidance on how to calculate your organisations overheads can be found on our website at www.biglotteryfund.org.uk/full-cost-recovery
	
	Year one (£)
	Year two (£)
	Year three (£)
	Year four (£)
	Year five (£)

	
	Total 
Cost
	Amount from us 
	Total 
cost
	Amount from us
	Total 
cost
	Amount from us
	Total 
cost
	Amount from us
	Total 
cost
	Amount from us

	Revenue

	Start up costs
	[bookmark: Text284]     
	     
	

	Salaries, NI and pensions
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Freelance fees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Recruitment
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Training
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Travel, volunteer costs and other expenses
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Accommodation and utilities 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Marketing and communications
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Monitoring, evaluation and learning
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Professional and legal fees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Capability and partnerships
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Other
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Revenue total 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Overheads

	Staff
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Accommodation
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Utilities
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Other
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Overheads total
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Capital

	Equipment
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Other
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Capital total 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Overall totals
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


Budget summary
When you’ve completed the previous table, add the total VAT you expect to recover to this summary.
	
	Total amount from us (£)
	Total cost including VAT (£)

	Revenue

	Start up costs
	[bookmark: Text285]     
	     

	Salaries, NI and pensions
	     
	     

	Freelance fees
	     
	     

	Recruitment
	     
	     

	Training
	     
	     

	Travel, volunteer costs and other expenses
	     
	     

	Accommodation and utilities
	     
	     

	Marketing and communications
	     
	     

	Monitoring, evaluation and learning
	     
	     

	Professional and legal fees
	     
	     

	Capability and partnerships
	     
	     

	Other
	     
	     

	Revenue total
	     
	     

	Overheads

	Staff
	     
	     

	Accommodation
	     
	     

	Utilities
	     
	     

	Other
	     
	     

	Overheads total
	     
	     

	Capital

	Equipment
	     
	     

	Other
	     
	     

	Capital total
	     
	     

	Overall totals
	     
	     






6.2 If you need any other funding where will you go to get this from and have you secured it yet?
Complete the table if the total project cost (excluding non recoverable VAT) is more than the amount you’re asking us for. If you still need to raise funds from other sources you must be able to show that you will be able to do this and it will not affect your project or cause a delay.
· Use a new row for each funding source.
· Include any contribution you plan to make from charges, your own savings or from general fundraising.
· Include contributions from any partner organisations.
	Funding source
	Amount you plan to raise (£)
	Have you secured it?
	If not secured, when do you expect a decision?

	
	Year one
	Year two
	Year three
	Year four
	Year five
	
	

	     
	[bookmark: Text286]     
	     
	     
	     
	     
	|_|
	Yes
	|_|
	No
	     

	     
	     
	     
	     
	     
	     
	|_|
	Yes
	|_|
	No
	     

	     
	     
	     
	     
	     
	     
	|_|
	Yes
	|_|
	No
	     

	     
	     
	     
	     
	     
	     
	|_|
	Yes
	|_|
	No
	     

	     
	     
	     
	     
	     
	     
	|_|
	Yes
	|_|
	No
	     







6.3 How have you worked out your costs?
· Explain what your costs are based on, for example, quotes, estimates or what it has cost before. 
· Be as specific as you can as to how you’ve calculated your costs.
· If you’ve included any ‘in kind’ contributions, explain how you’ve calculated these. 
· If you’ve included in the budget table ‘other’ please explain what these costs are.
Write up to 300 words.
	     













Part seven: Your organisation and contact details
7.1. What is the full legal name of your organisation, as shown on your governing document?
Please check this - if the full legal name is incorrect it may delay your application.
	     



7.2. Does your organisation use a different name in your day to day work?
	|_|
	Yes
	|_|
	No


If yes, what other name do you use?
	     



7.3. What is the main or registered address for your organisation?
If we offer you a grant, this is the address we’ll send our offer letter to, so make sure you can safely receive post at this address. We recommend this to be your organisation’s office address, but if you don’t have an office your registered address may be a home address.
	Organisation name
	     



	Sub-building name/number
	     

	Building name
	     

	PO BOX
	     

	Building number
	     

	Street
	     

	Town or city
	     

	Postcode
	     



	Phone number one
	     

	Phone number two or text phone
	     


7.4. What is the main email address for your organisation?
This should be the email address people use to contact your organisation. It can be a personal email address if your organisation doesn’t have an email address.
	     


7.5. Does your organisation have a website?
	|_|
	Yes
	|_|
	No


If yes, what is its address?
	     



7.6. What type of organisation are you?
Select all options that are relevant to you.
	Charity
	Click to select

	Company or mutual society
	Click to select

	Public sector
	Click to select

	School
	Click to select

	Other
	Click to select


Give any reference or registration numbers you have:

	Charity Commission for England and Wales
	     

	Charity Commission for Northern Ireland (or HMRC number)
	     

	Office of the Scottish Charity Regulator
	     

	Companies House	
	     

	Financial Conduct Authority
	     

	Health Authority number
	     

	School reference number
	     



	Other reference or registration numbers
	     

	   Please give details:
	     




7.7. When was your organisation set up?
Give the date when your organisation adopted its current legal status. This should be on your governing document. All organisations need to provide this. If you’re a school or statutory organisation, check with your administrative body - if you don’t know the exact day or month, please give us an approximate date.
	Day
	     
	Month
	     
	Year
	     



7.8. What is your VAT status? 
For more information on VAT see the HM Revenue & Customs website www.hmrc.gov.uk/vat/
	|_|
	VAT registered
	|_|
	Not VAT registered


If you are VAT registered, what is your VAT registration number? Select the country that issued the VAT number from the options provided. Your VAT number should be between 9 and 12 numbers long and have no spaces.
VAT number:
	Click to select a country
	     



7.9. Is your organisation independent, or a branch or department of a larger organisation?
	|_|
	Independent


An independent organisation will have its own governing document and can manage its own funds and staff.
	|_|
	Branch or department


To be able to apply to us a branch must have its own governing document (or will have adopted its parent organisation’s governing document), produce its own annual accounts (which may be included in its parent organisation’s accounts) and have a bank or building society account in the legal name of the branch as shown in its governing document and be responsible for how the funds in it are spent.
If you are a branch, what is the name and address of the larger organisation?
	Organisation name
	     

	Sub-building name/number
	     

	Building name
	     

	Building number
	     

	Street
	     

	Town or city
	     

	Postcode
	     


If we offer a branch a grant we will ask the larger organisation to accept overall responsibility for it. For branches where there is insufficient local control, the parent organisation will need to apply.

If you are a branch but are not sure if you can apply, please contact us for advice.

7.10. How many people are on the board or committee that runs your organisation?
	     


7.11. Are there any restrictions on who can join your organisation?
For example:
· If your organisation has a membership we expect this to be open to all and that anyone can join, unless you can provide a good reason why not. 
· We would expect there to be an open and transparent joining process, including a right of appeal. For this reason we usually consider proposing and seconding to admit new members to be unacceptable.
	|_|
	Yes
	|_|
	No


If yes, what restrictions do you have and why do you have them?
Write up to 400 characters (about 50 words)
	     






7.12. What is your organisation’s current financial position?
Annual accounts
Select one option and fill in the amounts from your accounts or projection.
	|_|
	Information from the latest accounts approved by your organisation

	|_|
	12 month projection because you’ve been running less than 15 months. This should give your expected income and expenditure for the 12 months from the date your organisation was set up.

	All organisations, including schools and statutory organisations, need to provide this information.

	Accounting year ending
	Day
	     
	Month
	     
	Year
	     

	

	Total income for the year
	£
	[bookmark: Text282]     

	

	Total expenditure for the year
	£
	     

	

	Surplus or deficit at the year-end
	£
	     

	

	Total savings or reserves at the year-end
	£
	     


As part of this application, you should send us your latest accounts or financial records if we do not already have them. We would prefer if you send us your accounts by email, as an attachment alongside your application form. If this is not possible, we will still accept paper copies provided they are sent on time. You must be able to give us a copy of your most recent approved accounts, signed and dated by your chair, secretary or treasurer and by your auditor or independent examiner, where appropriate.
The accounts you send us should not be more than 12 months old. However, we realise that this can be difficult if your organisation’s financial year-end coincides with the period in which you are sending us your application. If this is the case for you, send us your previous accounts and a copy of your most recent management accounts. If you are a new organisation, you must send us signed and dated estimates of your income and spending for the first year of the grant.

7.13. Have your accounts been independently audited?
Not all organisations are required to get their accounts audited (by a registered auditor who gives an opinion on the accounts) and some get them independently examined instead (a less rigorous external review carried out by an independent person with relevant skills and experience). If your accounts are independently examined and not audited, select No.
	|_|
	Yes
	|_|
	No


If yes, give the name and address of your auditor:
	     




Contacts
We need the date of birth and home address for all of your contacts. This includes a previous address if they’ve not lived at their current address for three years.
We use this to carry out some basic identity checks as part of our standard fraud prevention process, so please check that the information provided is correct. All organisations, including schools and statutory organisations, need to provide this.
Our identity check may appear on a credit report, but it’s not a credit check and can only be seen by the person we’re checking, so their credit rating won’t be affected. You can find out more at www.biglotteryfund.org.uk/informationchecks  and the Data Protection policy at the end of this form.
Primary contact
7.14. Who should we contact if we have questions about your application?
They must be someone who runs or works for your organisation.
	Title
	     

	Forenames
	     

	Surnames
	     

	Date of birth
	     

	Job title or position
	     


Home address:
	Flat number
	     

	Building name/number
	     

	Street
	     

	Town or city
	     

	Postcode
	     


Have they lived at this address for the last three years?
	|_|
	Yes
	|_|
	No


If no, give their previous home address:
	Flat number
	     

	Building name/number
	     

	Street
	     

	Town or city
	     

	Postcode
	     



	Daytime phone
	     

	Evening phone
	     

	Mobile number
	     



	Email
	     


The email address should be one they use for your organisation. We’ll use this whenever we get in touch about your project.
	Does your primary contact have any communication needs?
		Click to select





If other, please give details:
	     



Which address should we use for any correspondence?
	
	Click to select


If another address, what should we use?
	Flat number
	     

	Building name/number
	     

	Street
	     

	Town or city
	     

	Postcode
	     



Legally responsible contact
7.15. Who in your organisation will be legally responsible for the funding?
This cannot be the same person as the primary contact. 
The legally responsible contact must be over 18 years old and is responsible for ensuring that this application is supported by the organisation applying, any funded project is delivered as set out in the application form and that the funded organisation meets our monitoring requirements. 
	Title
	     

	Forenames
	     

	Surnames
	     

	Date of birth
	     


What is their job title or position?
The legally responsible contact must hold one of the following positions. Tick just one box:
	Company
	|_| director
or
|_| company secretary

	School
	|_| head teacher

	Local authority or health body
	|_| chief executive
or
|_| director

	Town, Parish or Community Council
	|_| clerk to the council
or
|_| office bearer
or
|_| chair

	All other types of organisations
	|_| chair
or
|_| vice chair
or
|_| treasurer


Tick to confirm the primary and legally responsible contact are different people: |_|
Home address:
	Flat number
	     

	Building name/number
	     

	Street
	     

	Town or city
	     

	Postcode
	     


Have they lived at this address for the last three years?
	|_|
	Yes
	|_|
	No


If no, give their previous home address:
	Flat number
	     

	Building name/number
	     

	Street
	     

	Town or city
	     

	Postcode
	     



	Daytime phone
	     

	Evening phone
	     

	Mobile number
	     



	Email
	     


The email address should be one they use for your organisation. We’ll use this whenever we get in touch about your project.
	Does your primary contact have any communication needs?
		Click to select





If other, please give details:
	     




Part eight: Who will benefit from your project?
There are no model answers to these questions. Your answers help us understand who benefits from our funding but we don’t use them to decide if we will fund your project. For more information on how we’ll ask you to report on who benefits from your project if you are successful, visit www.biglotteryfund.org.uk/about-equalities
If you are successful, we will request further information annually on the people who will benefit from your project and how you will reach them. You should therefore start thinking about how you will collect this information when planning your project.

8.1 Will your project mostly benefit people from a particular ethnic background?
	|_|
	Yes
	|_|
	No


If yes, which ethnic background? You can select up to three:
White
|_| English / Scottish / Welsh / Northern Irish / UK
|_| Irish
|_| Gypsy or Irish Traveller
|_| Any other white background
Mixed / Multiple ethnic groups
|_| Mixed ethnic background (this refers to people whose parents are of a different ethnic background to each other).
Asian / Asian UK
|_| Indian
|_| Pakistani
|_| Bangladeshi
|_| Chinese
|_| Any other Asian background
Black / African / Caribbean / Black UK
|_| African
|_| Caribbean
|_| Any other Black/African/Caribbean background
Other ethnic group
|_| Arab 
|_| Any other
8.2 Will your project mostly benefit people of a particular gender?
	|_|
	Yes
	|_|
	No


If yes, which gender?
|_| Male         |_| Female
8.3 Will your project mostly benefit people from a particular age group?
	|_|
	Yes
	|_|
	No


If yes, which age group? You can select up to two.
|_| 0 – 24 years    |_| 25 – 64 years    |_| 65 + years
8.4 Will your project mostly benefit disabled people?
We use the definition from the Equality Act 2010, which defines a disabled person as someone who has a mental or physical impairment that has a substantial and long-term adverse effect on their ability to carry out normal day to day activity.
	|_|
	Yes
	|_|
	No


8.5 Will your project mostly benefit people of a particular religion or belief?
	|_|
	Yes
	|_|
	No


If yes, which religion or belief? You can select one.
|_| No religion
|_| Christian
|_| Buddhist
|_| Hindu
|_| Jewish
|_| Muslim
|_| Sikh
|_| Other
8.6 Will your project mostly benefit lesbians, gay men or bisexual people?
	|_|
	Yes
	|_|
	No





Part nine – Data Protection and Freedom of Information

9.1	Data protection

We will use the information you give us during assessment and during the life of your grant (if awarded) to administer and analyse grants and for research purposes. We may give copies of all or some of this information to individuals and organisations we consult when assessing applications, administering the programme, monitoring grants and evaluating funding processes and impacts. These organisations may include accountants, external evaluators and other organisations or groups involved in delivering the programme.
We may share information with organisations and individuals with a legitimate interest in Lottery applications and grants or specific funding programmes. Contact details of successful applicants may be passed on to Members of Parliament, Members of Scottish Parliament, Assembly Members and Members of the Legislative Assembly for the purposes of informing them of the applicant’s success.  We have a duty to protect public funds and for that reason we may also share information with other Lottery distributors, government departments, organisations providing matched funding or for the prevention and detection of crime.
Your information may be transferred to an IT service provider based outside the European Economic Area (EEA). If your information is transferred outside the EEA, we will ensure it is sufficiently protected.
Information collected via survey or event registration software may be stored in the United States of America. In these circumstances the information will be stored in accordance with the U.S. and E.U. Safe Harbour framework. This means the information will be collected, used and retained in a manner that ensures adequate levels of protection and complies with EU Data Protection Legislation.
We will use personal information provided by you in order to conduct appropriate identity checks. Personal information that you provide may be disclosed to a credit reference or fraud prevention agency, which may keep a record of that information and disclose that a search of its records was made to its customers. We may undertake a search with Experian for the purposes of verifying your identity. To do so Experian may check the details supplied against any particulars on any database (public or otherwise) to which they have access. Experian may also use your details in the future to assist other companies for verification purposes. A record of the search will be retained.
 
If you provide false or inaccurate information in your application or at any point in the life of any funding we award you and fraud is identified, we will provide details to fraud prevention agencies to prevent fraud and money laundering. If you are a company this will include the names of the Company Directors at the time of the fraud. You must undertake to inform all Directors, Trustees and Committee members of this notice.
You can obtain further details explaining how the information held by fraud prevention agencies may be used by emailing dataprotection@biglotteryfund.org.uk, by telephoning our advice line on 0345 4 10 20 30, or by writing to: 
 
Customer services
Big Lottery Fund
2 St James’ Gate
Newcastle upon Tyne
NE1 4BE
 
Personal data requests are dealt with under the Data Protection Act 1998. If you want to know whether we hold personal information about you, you should email dataprotection@biglotteryfund.org.uk Please refer to the Data Protection Act in your request. We may withhold access to your information where we have the right to do so under The Data Protection Act 1998.
 We’d like to keep in touch with your organisation about the Big Lottery Fund including information about new funding programmes and other Lottery good causes. If you’d rather not receive this type of information, please tick this box.

9.2	Checks we’ll carry out on your information
As an organisation that gives out public funds, we carry out a number of checks on the information you provide us. This is to make sure that the information is correct and there are no significant risks we can identify when awarding grants. 
We have produced two guides to help you understand our checks in more detail. If you read these before you apply we are less likely to identify any issues. You can find the guides at www.biglotteryfund.org.uk/informationchecks 

9.3	Freedom of Information Act
The Freedom of Information Act 2000 gives members of the public the right to request any information that we hold. This includes information received from third parties, such as, although not limited to grant applicants, grant holders, contractors and people making a complaint.
If information is requested under the Freedom of Information Act we will release it, subject to exemptions; although we may choose to consult with you first. If you think that information you are providing may be exempt from release if requested, you should let us know when you apply.

Part 10 - Working with children, young people and vulnerable adults
As a minimum we expect you to:
· have safeguarding policies appropriate to your organisation’s work and what you are asking us to fund, which you review at least every year 
· complete a rigorous recruitment and selection process for staff and volunteers who work with children, young people or vulnerable adults, including checking criminal records at least every three years and taking up references 
· follow statutory or best practice guidance on appropriate ratios of staff or volunteers to children, young people or vulnerable adults 
· provide child protection and health and safety training or guidance for staff and volunteers 
· carry out a risk assessment and secure extra insurance, if appropriate.
Does your organisation currently meet these requirements?
	|_|
	Yes
	|_|
	No – you should not apply to us until you do

	NSPCC provides a range of child safeguarding advice and information services for the whole of the UK which can be accessed by visiting www.nspcc.org.uk, emailing help@nspcc.org.uk or by calling 0808 800 5000.



Section 11 - Check your application is complete
This checklist will help you to check that you are sending us a fully completed application.
Tick the following boxes to confirm that:
|_| the legally responsible contact named in question 7.15 and the board or committee that runs the organisation named in question 7.1, have authorised this application
|_| you’ve read the draft Standard Terms and Conditions of grant for the programme (available on our website www.biglotteryfund.org.uk/help-through-crisis ), which you will be required to meet if you receive a grant  
|_| you agree we may use the information you have provided for the purposes described under Data Protection above
|_| you accept that if information about this application is requested under the Freedom of Information Act we will release it in line with our Freedom of Information Policy

You have emailed the following information with your application:
|_| your latest accounts, or a projection if you’ve been running for less than 15 months, if we don’t already have these. 
|_| an updated copy of your governing document if you are:
· an unincorporated association and
· not registered with the Charity Commission and
· your constitution has changed if you have sent it to us previously    
|_|  you have met our requirements if your organisation is a branch or department of a larger organisation.
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