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Progress and Final Report
Henry Smith Foundation only accepts reports via an online portal. The links are on our webpage. This template is a downloadable Word version to help you prepare your report. You can not submit this version. 
The report is divided into the following sections: 

Welcome	2
Your Final Report	2
Your call with your grant manager	2
Your finances	2
Your safeguarding processes	3
Other and Submit	3
Additional information	3
Your feedback	3
Data protection	4



[bookmark: _Toc201745783]Welcome
Before you begin 
· You can change the owner of this form by clicking "Manage Applicants" in the top-right corner. You can find a step by step guidance here If you want to change our contact for this grant contact us.
Work together and offline
· You can add your colleagues to work together by clicking "Manage Applicants" in the top-right corner. You can find step-by-step guidance here. 
· We have a sample form on our website to help you plan your answers offline on our website.
Using this form
· You click ‘Next’ at the bottom of each page or use the tabs above to move between sections.
· Questions marked with a '*' are mandatory.
· You can resize text boxes by dragging the corner if you want more space.
· The form auto-saves as you go. You can come back and finish it later.
· Don’t include diagrams or tables. These won’t be saved when you submit the form.
· Avoid using real names or identifiable personal details (except for the main contact). This includes when you are answering questions concerning lived experience. Ensure you do not provide information that could be used to identify individuals and their lived experience. We do not need to, or want to, collect information about individuals and their lived experience.  We ask that you avoid using names, job titles or other references to individuals or groups of people that would make it possible to identify them, or enable speculation about their background and life experiences. 
Annual update
[bookmark: _Toc201745785]What are we looking for: In this section, we invite you to share more general information about your organisation.
Have your bank details changed since we made your last grant payment?*
Select from drop-down: Yes or No
If you answer ‘Yes’
Upload a bank statement or other appropriate third-party report.*
Ensure that the document is no more than 3 months old and clearly sets out your banking details - Sort Code, Account Number and Account Name.  If you are a school and are unable to send us your bank details in our specified format, we also accept an invoice.
You can only add one document, if you add more than one document only the latest document will be submitted. You can see your old supporting document below. 
We will ensure that your details are stored securely within a locked system.
Upload document
Upload your organisation’s most recent published, audited or independently inspected accounts.*
If your accounts are over 10 months old we ask that you include your draft or management accounts.  If your accounts are over 10 months old, upload your draft or management accounts.   
Along with your report, we also read publicly available information. This includes annual reports, impact reports, audits, regulatory websites, and stories on your website and social media. Feel free to reference these documents in your report, even if you are not asked to attach them.
You can only add one document, if you add more than one document only the latest document will be submitted. You can see your old audit below. 
Upload document

Only if you were given a grant for a specific project cost. In the final report, you will be asked to confirm if you have spent the entire grant. 
At the end of the full 12-month reporting period, do you expect an underspend for this year?*
As you're 10 months into your reporting period, we understand you don't have final spending figures yet. Please estimate the expenses for the remaining two months.
Select from drop-down: Yes or No
If you select ‘No’, you will be asked to give us more information:
Is the underspend expected to be more than 10% of this year’s budget?*
Select from drop-down: Yes or No
If you select ‘Yes’, you will be asked to give us more information:
What caused the underspend and how do you plan to use the remaining funds?
Your Grant Manager will reach out to you to discuss and approve the suggestion if this has not happened before this report. If you need to extend the funding period to spend this money, let us know the new proposed end date to consider.
Max 200 words.

Have you experienced any Serious Incidents (England/Wales/Northern Ireland), or any equivalent events in Scotland, over this reporting period which you have not previously shared with us?*
We recognise that in the type of work we fund, managing safeguarding concerns are part of your day-to-day responsibilities, and we don’t need details about routine safeguarding management. What we do need to understand is whether a Serious Incident has occurred within a funded organisation. This can include safeguarding, but also covers a broader scope.
Select from drop-down.
Select from drop-down: Yes, No or Maybe
If you select yes or maybe, you will be told that one of our safeguarding leads will be in touch to ask for a brief summary of the event/s after the report has been submitted.
Your Work 
How many families, individuals, or organisations did you support during this reporting period?*

Only for some funds
Upload your most recent impact document(s).*
This can include your annual report or any other published research or impact data. Contact us if you have any questions or want further guidance. 
You can see any previously uploaded files below. We ask that you add to these. 
Upload document

If your Fund has a learning call
Next step
Each year, we’d like to have a call with you to check in on how things are going. It helps us understand the impact of your work and how we can improve our funding. If you haven’t already, please use the link on the right to book your call.
 
We’ll use this time to talk about:
The progress and impact of your work so far
Any successes you’d like to share
Any challenges your organisation or the people you support are facing
Any improvements we can make
 

[bookmark: _Toc201745788]Other and Submit
In this final tab, we will ask you to answer some optional questions. Before submitting, you will also be asked to agree to our data protection statement.
[bookmark: _Toc201745789] Other
Is there anything else that you would like to tell us about?
Max 300 words.

Do you have any feedback for us?
Your feedback helps us understand what’s working well and where we can do better. Any ideas on how we can make the process better for you are welcome!
If you would rather give the feedback anonymously you can click here to submit it through a Microsoft form.
Max 300 words.

[bookmark: _Toc201745791]Data protection 
Do you agree with the below statements?*
- I have read and agree to the Data Protection Statement
- I have received permission to share the personal information of all individuals named in this form
Select from drop-down
Henry Smith Foundation Data Protection Statement
We process all personal data sent to us to assess your application, manage or monitor grants awarded and for administration or research. This is in accordance with our privacy policy which can be viewed on our website.
Third party data
No personal data concerning third parties (other people) should be shared with the Henry Smith Foundation in emails or forms without their explicit knowledge and informed consent.
Avoid identifying any person with relevant lived experience in your application. Be aware that information such as job titles and other information could be used to identify individuals or groups of people with lived experience indirectly; ensure such indirect identification is not possible using the information you have provided.
Any additional excessive personal information will not be considered and immediately deleted. Do NOT include details of named or identifiable individuals apart from key contacts, for example, their job title, connection to your organisation, physical attributes or other descriptions, either in details of beneficiaries aided, case studies provided, or in any other information. Should you have particular reasons why such information should be provided to us, contact us before sending us the information.
Collaborating with other Grant Makers
We reserve the right to disclose non-personal information, regarding your application, activities and organisation, to other grant makers unless you expressly request otherwise. No personal data will be shared with other grant makers for this purpose.
Detection of fraud
We may share personal information to detect and prevent fraud and do not require your consent for this.
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