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Scottish Government Drug Services Support – 
Improvement Fund 

Application Guidance Notes  
 

 

 Before You Start 

Contacting your Alcohol and Drug Partnership (ADP) Co-ordinator 
All applications to the Improvement Fund will need to provide a letter of support from the local 
Alcohol & Drugs Partnership (ADP) Chair or Co-ordinator.  We would encourage you to contact your 
ADP early and to take a collaborative approach to developing this application, as we will be looking at 
things like partnership working, sustainability and strategic alignment as part of the assessment 
process. 
 

Contact Us 
It is recommended that you contact a member of the PDI team at the Corra Foundation, who will be 
able to offer support and guidance during the application process.  We are happy to have an initial 
conversation with you about your proposal and give you feedback on how well it fits with this fund. 
Our e-mail address is wellbeingteam@corra.scot      
 
General Guidance 
Please remember to regularly save progress with your application form. Some e-mail servers, like 
Hotmail, block e-mails from the Form Assembly website. Let us know if you do not receive a 
confirmation e-mail after saving your application.  
 
All applications and supporting documents must be received by noon on the closing date of Thursday, 
14th October 2021. Unfortunately, we will not be able to consider applications received after this time. 

 
 

1 Organisation details 

Name, address, website: 
These details should be those of the applicant organisation. 
Please leave the ‘Charity Number’ box empty if your organisation is not a charity.  
Please provide an organisation email address rather than a personal email if possible. 
 
When did your organisation start? 

This should be the approximate date when your organisation was established. 
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What does your organisation do? 
This is an overview of your general activities – i.e. a summary of what your organisation actually 
does, including its aims and purpose.  It is often better to use your own words rather than 
copying and pasting from a founding document/constitution. It may be that you deliver 
additional work which is not focused on drug support services, so it is good for us to know the 
breadth of your overall work. 

 
Tell us a bit about your management committee/board 

How is your organisation governed? What is the structure of your committee/board; include 

information such as the number of people on the board/committee, what experience they 

have (including lived experience), if anyone is related to each other and how often meetings 

take place. 

 
Staffing numbers: 

Please complete the boxes detailing the number of staff as well as the number of active 

volunteers (including your committee). 

 
Which of these policies/checks are in place? 
It is important for us to know that you are taking appropriate steps to protect the people you 

work with. Some organisations are required to have more policies and checks in place than 

others; please select the policies that apply to your organisation. 

 
Do you have a safeguarding policy that protects children, young people and vulnerable adults 

that you work with? 

Safeguarding is the action that an organisation takes to promote the welfare of children and 

vulnerable adults to protect them from harm including physical, emotional, sexual and financial 

harm and neglect. 

Safeguarding includes child protection but goes further and extends to anyone who is considered 

to be vulnerable. Even if your work does not normally bring you into contact with children or 

vulnerable adults, your staff and volunteers need to know what to do if a safeguarding issue was 

ever to arise. 

 
Tell us how you ensure that staff and volunteers understand their role in safeguarding children, 

young people and vulnerable adults. 

This may include: 

• Training- who is involved and the frequency of training and refresher sessions 

• How often you update the policy 

 

Tell us about any links you have with the local Alcohol and Drugs Partnership (ADP) 

This application requires a letter of support from an ADP.  Tell us here what your relationship with the 
ADP is and how you work with them. 
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2 Contact details 
 

On occasion, we may need to talk to an applicant, so it is important that the person named 

is comfortable with discussing the application. We are happy for you to invite a colleague 

to take part in the conversation, if you feel this would be helpful. 
 
 

3 Financial information 
 

Please summarise the last two years financial accounts: 

• Take information from accounts which have been independently examined/audited. 

• Information can be found within the Income & Expenditure statement and the Balance 
Sheet. 

• If your most recent accounts are still in draft form, you can provide them in addition to 
those which have been examined/audited. Particularly if this will give a better 
indication of your financial position. 

• If you have yet to produce your first year’s accounts, please provide your expected income 
and expenditure figures on the form and attach a copy of your planned budget. 

• If you are not sure of the figures, please speak to the person that prepares your accounts. 

 
Is there anything that you need to point out to us about these figures? 
Examples: 

• Reasons why there is a high (or low) level of unrestricted reserves showing in most recent 
accounts. 

• Why income in the last year is skewed, e.g. because of a large capital appeal or that an 
annual grant was received just before the end of the financial year. 

• Explanation of why accounts are showing a deficit. 

 

4 Tell us about the work that meets the guidelines for this fund 
 

Tell us about the services you will deliver to help improve access to treatment for people who use 
drugs and how their families will be involved and supported  
 
This should include details of: 

• Planned work, activities or services that will take place if the grant is awarded. 

• Where work will take place and who will deliver it (your own staff or external partners). 

• How many people will take part and how often? 

• Whether this new, existing or development work. 

• If existing work - How successful has this type of delivery been? 
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Please tell us why this work is needed 

• What are the issues your work will address? How you know there is a continuing need? 

This could be from your history and past experience. You could use your own or local 

statistics, and results of any consultations you carried out.   

• You may comment on what other services there are in your area for people who use 

drugs and how your work compliments those. 

• You may already be delivering a project and want to expand. If so, tell us how you came 

to this decision.  

 
Explain what outcomes or differences this work will make  

Tell us what difference (outcomes) this funding will make to people’s lives. The outcomes should 

be realistic and proportionate to the type of work you will be delivering.  You might explain how 

the outcomes you achieve could have an impact on local or national outcomes. 

 

What systems will you use to evaluate the work you will do and how will any learning be shared 

• How will you know you are achieving the stated outcomes? What are the indicators that will 
help you to know how well the work is progressing?  

• Tell us about the methods or tools you will use to evaluate the work. What information will you 
collect?  

• How will you share any of the evaluation outcomes to help inform local and national practice 
and policy? 

 
Tell us how people with lived experience of using drugs, and/or their families, have been 
involved in developing or running the service/project. 

This may include: 

• How people have identified the need for change, helped gather information and offered to 
share experience and knowledge around future delivery. 

• Information on how people who use the service are also involved as members of the 
committee/board. 

• How people who use the service are listened to and involved in the day to day running. 

 

How many people will directly benefit from this work/project (over 12 months)? 

This figure will relate to the people you plan to work with on a regular basis during the next 12 

months. Details about the frequency or depth of work carried out should form part of the first 
question in this section. 

 
Will you work in partnership to deliver any of these services? 
It is important that there is a joined up approach to delivering drugs support services so we’d like to 
know about the partners you are involved with and how the arrangements work to improve services.  
If you don’t work in partnership, please tell us why this is. 
 
Other data collection questions  

This will allow us to gather and share vital sector information, as well as inform other people 

about the grants made and the difference these will make within local communities. 
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5 Funding Amount 

 
How many years of funding are you applying for? 

The maximum grant length is 5 years. 

 

Please tell us how much you are applying for 

The maximum amount that can be applied for is £100,000 per year, for up to five years. 

Please be aware that requests at the lower end of this amount are more likely to be 

awarded. Please use the boxes provided to tell us the amount you are requesting for each 

year of your project or service. In exceptional circumstances, applications for more than 

£100,000 per year may be considered, but these must be discussed with Corra in advance.   

 

Provide a breakdown of the total cost for you to deliver this work/development 

The breakdown should be for the full cost of delivering the drugs project or service, which may or may 
not be the same as the amount you are applying for. We would expect to see the costs split into main 
headings such as salaries, rent/heat/light, materials, expenses, and contribution to core costs. Please 
use the ‘Description’ box to add the budget heading and any notes. Use the ‘Add another response’ 
button to add new budget lines. 

 
Please tell us about any funding you already have in place for this work 

We would like to know if there are funds already allocated to this work, particularly if the 

total exceeds the amount you are applying for.  

 

 

If the total delivery cost is more than the grant requested, please tell us which elements 

this grant funding will be used for 

This is to let us know what the funds will be used for. 

 

6 Additional Information 
 

This is additional information which is not already included within the application. Information 

may include more about the partners you will be working with, a short case study, future 

developments, or any other information which you feel strengthens your application. 

 

 

7. Authorisation and bank details 
 

• A member of your charity’s committee/board or a senior member of staff with authority to 
make funding applications should complete this section. 

• All correspondence will be sent to this individual using the email address given in Section 
Two. 

 
All applicants (including Public Sector Organisations) are required to provide a copy of a recent bank 
statement (in the name of the organisation and dated within the last six months) should be provided. 
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This statement should correspond with the account details on the application to allow payment of any 
grant by electronic funds transfer. 

 
If you are unable to provide a copy of a bank statement as a result of coronavirus restrictions, a letter 
on headed paper confirming the bank details (signed by a Director, Company Secretary, Head of 
Finance, Financial/Credit Controller or Chief Executive) will be acceptable.  

 

 
8. Enclosures 

 

Please ensure all documents have been attached/uploaded:  

• Most recent Annual Accounts. 

• Bank Statement. 

• A letter of support from the chair or co-ordinator of your local ADP. 

• Other supporting document such as Constitution/Governing Document (for non charities). 
 
Without these documents we may be unable to proceed with your application. 

 
These documents should be in a Word, PDF or Excel format. 
 

 
Corra Foundation, Riverside House, 502 Gorgie Road Edinburgh EH11 3AF 
e: hello@corra.scot t: 0131 444 4020 www.corrascot (The) Corra Foundation is a charity registered in Scotland (No 
SC009481) and is also a company limited by guarantee (No SC096068). It is a member of the Scottish Grant Makers, the 
Association of Charitable Foundations and the Scotland Funders Forum. 
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