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Welcome for Newcomers
Learning Report
Word Version

The 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 application is divided into the following sections: 

Welcome	2
Before you begin	2
Using this form	2
Work together and offline	2
Your Grant	2
Annual update	3
Learning	3
Data protection	3




[bookmark: _Toc231203443]Welcome
[bookmark: _Toc231203444]Before you begin 
· You can change the owner and add users by clicking "Manage Applicants" in the top-right corner.  You can find a step by step guidance here. Once submitted, if you want to change contact for this grant contact us.
[bookmark: _Toc231203445]Using this form
Here are some tips to help you use this form:
· You can 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.
· Please 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. 

[bookmark: _Toc231203446]Work together and offline
Here are some tips to help you work on the form with others:
· 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. 
· Download a sample form from the fund page on our website to help you plan your answers offline.
[bookmark: _Toc231203447]Your Grant
Grant Given to 
Pre-populated

Grant Awarded
Pre-populated

Start Date
Pre-populated

End Date
Pre-polulated

Total grant amount
In GDP
Pre-populated

Reference Number
Pre-populated


[bookmark: _Toc231203448]Annual update
What we are looking for: In this section, we ask you to share what you have learnt this year.
[bookmark: _Toc231203449]Learning
1.1 Tell us about what went well this year, what didn’t go as well and anything you learned and/or changed as a result.*

We would like to hear about your experiences providing and supporting Welcome, how the people you support, your organisation, staff and volunteers are getting on. This might include successes and challenges, progress towards your goals or setbacks; feel free to share what did and did not go to plan or proved more difficult or easier than expected. We are especially interested in any learning you would like to share; this could be about your approach and methods, times when you adapted or changed things, local circumstances, how people you support have influenced your work or how you have influenced local conditions for Welcome.

Max 800 words.

[bookmark: _Toc231203450]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
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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