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About Youth Music 
 
Youth Music - National catalyst for development and  change 

 

Unleashing the power of music 
 
Youth Music aims to improve access to high quality music-making activities for children and 
young people. We will continue to evaluate, learn f rom and share the experiences of those 
working with children and young people. This will e nable us to identify broad national 
challenges that need to be addressed, to develop an d disseminate good practice, and to 
allocate funding where it will have the most impact .  
 
Our approach . . . how we work: 

·  listening to the voice of children, young people an d communities 

·  learning from experience to ensure that our advocac y work and the development of 
innovative practical approaches to music making hav e a sound evidence base 

·  making the case for participation in high quality m usic making as a powerful force in 
the development of young lives and a means of effec ting social change, working 
with others to address current challenges 

·  focusing our programme development activity on part icular areas of concern, 
collaborating with others and forming partnerships to build national, regional and 
local programmes, initiatives or infrastructures as  required 

·  developing resources, disseminating good practice, providing practical support to 
ensure maximum impact, and celebrating success 

·  raising funds and targeting funding to areas of par ticular need, specifically to 
children and young people that would otherwise not get the chance to benefit from 
the power of music making 

 
What are the current challenges that need to be add ressed for children and young people? 
We want to: 

·  unleash the power of music making to help tackle so cial, economic and cultural 
deprivation  

·  ensure that children and young people are engaged i n long term music-making 
activity, and that this is recognised as a key tool  in supporting learning and 
development, both musically and more generally  

·  explore and create effective ways of enabling child ren and young people to 
progress and deepen their engagement in their music  making beyond first access, 
including moving between primary and secondary educ ation and at other crucial 
transition points 

·  facilitate the general learning and development of children and young people not 
currently in mainstream education by engaging them in high quality music-music 
making activities 

·  re-engage children and young people who are not ful ly participating in mainstream 
education, using music-making activities as an effe ctive catalyst for personal 
development and a means of helping them reach their  full potential 

·  broaden the horizons of children and young people b y supporting music-led 
activities which explore different genres and style s, embracing musical and cultural 
diversity 

·  encourage musical talent and nurture potential  
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What ways of working do we believe will have the gr eatest impact? 

·  building and supporting progression routes so that children and young people have 
clear paths to develop their musical skills within their chosen genre 

·  collaborative working and the development of innova tive cross sector partnerships 
which result in more co-ordinated and complementary  approaches, including linking 
in-school and out-of-school activity 

·  working across art forms and ensuring alignment wit h curricula where appropriate  

·  investing in workforce development to ensure that m usic leaders are skilled to deliver 
high quality music experiences 

·  using technology creatively both in communicating w ith young people and in music-
making itself 

·  listening to, respecting and taking account of the views of children and young 
people 

·  giving children and young people the tools and powe r to shape their own musical 
journeys  

 
Who do we aim to support?  
 
We believe that all children and young people shoul d have access to high quality music-
making activities. We strive to raise funds to cove r as much music-making activity as possible, 
but will target our resources on the following: 

·  Early years – children between the ages of 0-5 

·  Children and young people in challenging circumstan ces 

·  Children and young people showing musical talent or  potential  
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About Youth Music’s Open Programme 
 
Youth Music’s Open Programme provides grants of bet ween £5,000 and £30,000. It aims to 
increase the number of children and young people wi th access to high quality, sustainable 
music making activities across England.   

We are keen to fund projects which clearly progress  the musical skills of children and young 
people and/or provide them with pathways for furthe r progression. We are also interested in 
projects which are particularly distinctive or inno vative in their approach. 

Our Open Programme targets nearly £2m of Youth Musi c’s funding towards projects that 
support our goals of:  
 

·  Early Years  – advancing the learning and development of all ch ildren in their early 
years (0-5) by aiming to ensure universal access to  high quality music making in 
England 

·  Challenging Circumstances*  – improving the life chances of children and young  
people in the most challenging circumstances by sup porting them to achieve their full 
potential through engagement and progression in mus ic making 

·  Encouraging Talent and Potential  – realising the musical talent and potential of 
children and young people by ensuring opportunity f or all to develop their talent 
regardless of background or chosen genre  

·  Workforce Development  – enabling the highest quality music making by dev eloping a 
diverse, highly skilled and inspirational workforce  

 
We expect Open Programme projects to focus on one  of our goals of either Early Years, 
Challenging Circumstances or Encouraging Talent and Potential. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*What are ‘Challenging Circumstances’? 
 
Children and young people in challenging circumstan ces are those who are 
marginalised by society, vulnerable, often hard to reach, and who have the 
fewest opportunities. Examples could include young people who are carers, 
young parents, looked after children and young peop le, those at risk of offending 
or young offenders, children and young people with disabilities or long-term ill 
health. This is not an exhaustive list by any means  and we would ask that you 
make clear to us the case for how the children and young people you are 
proposing to work with are in particularly challeng ing circumstances.  
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Each goal has a set of objectives which you will be  asked to achieve as part of your project: 
 

Goal Objective Requirement 
1. To encourage a culture of high quality music 

making activities in Early Years settings 
Early Years 

2. To support Early Years practitioners to deliver hig h 
quality Early Years music making 

If your project focuses on 
Early Years, you must 
deliver both  objectives to 
be considered for a grant. 

To provide high quality music making activity: 
 
1. In place(s) of disadvantage where provision is 

patchy or low 
2. Which supports mainstream education in meeting 

the needs of children and young people in 
challenging circumstances 

Challenging 
Circumstances 

3. Which facilitates learning and development for 
children and young people who are out of 
mainstream education or who are NEET (not in 
education, employment or training) 

If your project focuses on 
Challenging 
Circumstances, you must 
deliver  at least one  
objective to be 
considered for a grant. 
 

1. To develop the musical talent and potential of 
children and young people and provide links to 
further opportunities for progression 

2. To develop innovative ways to ensure that 
children and young people can progress to 
musical excellence in genres where there is little 
or no support 

Encouraging 
Talent and 
Potential 

3. To support and develop the musical talent and 
potential of children and young people who 
would otherwise not have the opportunity 

If your project focuses on 
Encouraging Talent and 
Potential, you must deliver 
at least one  objective to 
be considered for a grant. 

1. To facilitate the sharing of good practice and the 
transfer of skills and knowledge in music 
leadership 

Workforce 
Development 

2. To support the development of young music 
leaders, particularly those in challenging 
circumstances 

We would like to 
encourage applications 
from projects that will also 
deliver one or more of our 
Workforce Development 
objectives. However, we 
cannot fund Workforce 
Development on its own.  

  
We understand that not all projects will fit neatly  into one goal. You may decide that your project 
will also  meet some objectives listed under one or more of t he other goals. In which case, you can 
also select other objectives as appropriate.  
 
For example, your project is working with children aged 0-5 and supporting Early Years practitioners 
to deliver high quality music making activities (Ea rly Years). But you are also working in a place of 
disadvantage where provision is patchy or low (Chal lenging Circumstances). In this case you 
should select: 

  
·  Early Years  Objectives 1 and 2  
and  
·  Challenging Circumstances  Objective 1. 

 
This would show us that your main focus is on Early  Years, but that you will also deliver one of the 
Challenging Circumstances objectives. 
 
What we are looking for here is a high quality proj ect that delivers its objectives well. More is not 
necessarily better. If you are successful in your a pplication we will ask you to report on your 
objectives, so it is important that they are an acc urate representation of the work of your project. 
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Are You Eligible? 
 
We can accept applications for between £5,000 and £ 30,000 from: 
 

·  Companies limited by guarantee 
·  Registered charities (registered with the Charities  Commission) 
·  Local authorities 
·  Schools (in partnership with at least one other sch ool) 
·  Sure Start/Children’s Centres 
·  Health bodies 
·  Voluntary and community organisations* 

 
You must be a not-for-profit organisation, legally constituted for more than one year with at 
least one year’s accounts. You must be based in Eng land, have a child protection policy, 
equal opportunities policy and have employers and p ublic liability insurance to run your 
project. 
 
We cannot accept applications from companies limite d by shares or limited liability 
partnerships. 
 

 
 
Your project will need to: 
 

·  Run for between 6 and 24 months 
·  Provide structured, regular music-making activities  that ensure children and young 

people can progress their musical skills 
·  Work with children and young people who are 0-18 ye ars old (or up to 25 if they have 

special educational needs (SEN), disabilities, or a re in detention) 
·  Involve the children and young people you work with  in the decision making 
·  Provide a maximum of 25% activity in school hours ( except for children and young 

people with special educational needs (SEN), disabi lities, in pupil referral units (PRUs) or 
in detention) 

·  Raise at least 10% of the total project cost in mat ch funding from non-Lottery sources  
·  Working with at least one other partner (if you are  a school this should be at least one 

other school) 
·  Provide performance (live or recorded) and/or shari ng opportunities  
·  Have at least one paid trainee  

 

 

*What are voluntary and community organisations? 
 
Voluntary and community organisations, also known a s ‘third sector’ organisations, are 
value-led organisations established for social purp oses rather than the pursuit of profit and 
they reinvest surpluses to help tackle issues facin g people and the planet. They are 
separate from the public and private sectors. They include: 
 

·  registered and unregistered charities  
·  co-operatives  
·  friendly societies  
·  industrial and provident societies  
·  companies that are not-for-profit businesses  
·  unincorporated associations  
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What Youth Music’s Open Programme Will Fund 
 
We will fund costs associated with your project del ivery including: 
 

·  Promoting your activities to children and young peo ple 
·  Actively encouraging children and young people to h ave a voice and say in all 

aspects of the project 
·  Structured volunteering opportunities for young peo ple (up to the age of 25) 
·  Monitoring and evaluation 
·  A project manager 
·  Music Leaders 
·  Visiting musicians 
·  Trainees 
·  Support workers 
·  Continuing professional development needs of your p roject staff 
·  Musical instruments and equipment 
·  Performance costs 
·  Core costs necessary for the delivery of your proje ct  

 

What Youth Music’s Open Programme Will Not Fund 
 
There are a number of costs and activities that we will not fund. This includes, but is not limited 
to: 
 

·  Applications from individuals 
·  Applications from companies limited by shares, limi ted liability partnerships or any 

other for-profit organisations 
·  Activities or organisations outside of England 
·  Work that is normally covered by local education au thorities or the Music Standards 

Fund 
·  Activities that promote political or religious beli efs 
·  Projects that start more than 3 months after the da te we confirm our grant 
·  Activities that take place before we confirm our gr ant 
·  Activities and practitioners of art forms other tha n music (e.g. visual arts and dance) 
·  Costs incurred in making your application 
·  Land, building, refurbishment, landscaping or prope rty costs 
·  Contingency costs 
·  Reserves 
·  Loans or interest payments 
·  VAT costs that can be recovered 
·  Applications with match funding that is less than 1 0% of total project cost 
·  Applications with match funding from other Lottery funds 

 
 
 
 
 
 
 
 



 8 

The Number of Applications You Can Make - 
Advice for Repeat Applicants  
 
If your organisation has previously received a gran t from Youth Music and is considering 
another application please read the following guide lines carefully before  completing your 
application. 
 

·  You can only apply to one Youth Music programme at any one time. This is because 
Youth Music wants to distribute the money available  as widely as possible. 

 
Your new application must address the following req uirements:  

·  Your previous Youth Music project is finished, you have submitted the final report and 
received confirmation from us that the grant is clo sed. 

·  The legacy plans (also known as your ‘What Next?’ p lans) for your previous Youth 
Music project have been implemented or a suitable a lternative sought with good 
reason. 

 
It must also meet at least two of the following Rep eat Applicants criteria:  

·  Your project will be working with an entirely new g roup of children and young people. 
·  Your project activities will help children and youn g people to significantly improve 

their music-making skills and expand the types of m usic making they have started.  
·  Your project will reach new communities by expandin g or changing the geographical 

area it serves.  
·  Your project will provide significantly different t ypes of music-making activities to 

provide new experiences for the same children.  
·  Your project will offer greater responsibility or p rofessional development to your 

trainee(s) or apprentice(s) or it will employ new o nes. 
·  Your project will collaborate with other groups or organisations in your area that you 

have not worked with before. 
 
If you have received funding from Youth Music befor e, your application will be rejected if it 
does not meet at least two of the Repeat Applicants  criteria. 
 
We will refer to your previous application and moni toring reports in our assessment of your 
application and we will look at how efficiently you r grant was administered by your 
organisation. We will also look at how your project  fulfils the Repeat Applicants criteria in your 
application.  
 
Please note: Organisations that have already receiv ed a grant from Youth Music will not be 
given priority. Any new application is judged accor ding to the objectives and criteria for the 
programme.  
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Youth Music’s REOs (Regional Executive Officers)  
 
Youth Music’s REOs work in their local communities to promote our work at a grassroots level. 
They operate in their region, working with local go vernment officers, regional staff from other 
organisations and funded programmes, gathering info rmation and contacts. They act not 
only as ambassadors for Youth Music, but also as th e link between the community and head 
office. 
 
Your REO can support you in the following ways:  

·  Advise you on potential partners that will extend t he scope of the activity and 
legacy or your project 

·  Assist you in developing your project so that it me ets your goals and our regional 
strategies 

·  Assist you through the application process 
·  Point you in the direction of other support in your  locality 

 
Our REOs work for Youth Music on a part-time basis and spend much of their time out 'in the 
field'. If you try and contact one of them, an imme diate response will not always be possible, 
so please allow enough time in your planning for co rrespondence to take place.  
 
We strongly recommend that you contact your REO by email (contact details on 
www.youthmusic.org.uk ) to discuss your application, before you submit.  
 
 
MusicLeader and the Code of Practice 
 
MusicLeader ( www.MusicLeader.net ) is the support service dedicated to the professio nal 
development of UK music leaders. Regional Networks are located around the country and 
provide: 
 

·  Information, advice and guidance 
·  Training and networking opportunities  
·  Online resources 

 
Youth Music requires all project managers and music  practitioners to become members of 
MusicLeader. For additional support in developing y our workforce development strategy and 
accessing professional development opportunities we  recommend that you contact your 
nearest MusicLeader Regional Network. 
 
Youth Music is a proud supporter of the Code of Pra ctice for Music Practitioners, a best 
practice framework designed by the profession for t he profession. It is a useful tool that will 
help you to ensure that your music leaders aim towa rds providing a quality service. We 
recommend that you encourage your music leaders to sign up to the Code of Practice 
(www.MusicLeader.net/codeofpractice ). Should you have any questions about the Code or 
wish to find out more about training opportunities that may help your music leaders achieve 
the principles set out in the Code, contact your ne arest MusicLeader Regional Network  
(www.MusicLeader.net ). 
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Data Protection and Freedom of Information Acts  
 
Data protection 
 
We will use the information you give us on the appl ication form and supporting documents 
during assessment and for the life of any grant we award you to administer and analyse 
grants and for our own research. 
We may give copies of this information to individua ls and organisations we consult when 
assessing applications, when monitoring grants and evaluating the way our funding 
programmes work and the effect they have. These org anisations may include accountants, 
external evaluators and other organisations or grou ps involved in delivering the project. We 
may also share information with other Lottery distr ibutors, government departments and other 
organisations and individuals with a legitimate int erest in Youth Music applications and grants, 
or for the prevention and detection of fraud. We ma y use the data you provide for our own 
research. We recognise the need to maintain the con fidentiality of vulnerable groups and 
their details will not be made public in any way, e xcept as required by law. 
 
We are fully registered under the Data Protection A ct and no personal  data (including 
images) will be shared with any other organisation without prior consent. In the case of our 
research, any personal details will also be made an onymous before sharing or publishing our 
findings.  
 
 
Freedom of Information 
 
The Freedom of Information Act 2000 gives members o f 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 ho lders, contractors and people making a 
complaint. If information is requested under the Fr eedom of Information Act we will release it, 
subject to exemptions, although we may consult with  you first. If you think that information 
you are providing may be exempt from release, you s hould let us know when you apply.  
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When to Apply 
 
You can apply at any time, but we have four closing  dates for 2009/2010: 
 

Closing date Grants offered 
10 August 2009 By end October 2009 
10 November 2009 By end January 2010 
10 February 2010 By end April 2010 
10 May 2010 By end July 2010 

 
We recommend you take these closing dates and proce ssing times into account when 
planning your project. Allow plenty of time to put your application together and submit well in 
advance of the closing date. 
 
Applications received after the closing date will n ot be considered until the following closing 
date. Applications that are incomplete will not be assessed. This is to help us ensure that all 
applications are considered fairly and equally. We will notify you within 4 weeks of the closing 
date if your application is not eligible or is not complete.  
  
 

How to Apply 
 
There are 6 stages to making your application: 
 

1. Read this applicant guidance 
2. Complete the eligibility questionnaire online 
3. Complete your application form online 
4. Complete and attach your Project Budget, Equal Oppo rtunities and Declaration 

forms 
5. Attach your other additional information 
6. Submit your application 

 
You will need to complete our online application fo rm. Paper applications are not available 
and we cannot email you copies of the application f orm. Please see Appendix 2 for 
instructions on how to complete the online form. 
 
If you have any special requirements relating to ou r Open Programme application form and 
guidance, please contact us on 020 7902 1060. 
 
Additional information 
We accept paper copies of your additional informati on, but only  if these are not available 
electronically. If you need to send these to us, pl ease clearly label them with the name of 
your organisation, the main contact's name and a co ntact phone number. You can post the 
information to: 
 
Open Programmes 
Youth Music 
One America Street 
London 
SE1 0NE 
 
You will need to make sure that any extra informati on you send by post will reach us by no 
later than  Friday 14 August 2009 . This means that it must be postmarked  Tuesday 11 August 
2009 at the latest. Remember, the deadline for submittin g your online form is midnight on 
Monday 10 August 2009 . 
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What Happens to Your Application 
 
Once you have submitted your application, there are  5 stages to Youth Music’s assessment 
process: 
 

1. We will confirm receipt of your application by emai l within 1 week  
2. If your application is not eligible or complete we will notify you within 1 week  
3. If your application is complete and eligible, we wi ll assess your application  
4. Your application goes to Youth Music’s Assessment P anel for a decision 
5. You will be notified of the Assessment Panel’s deci sion within 12 weeks  of the closing 

date 
 

 
How we Assess Applications 
 
Your application will be assessed by one of our ind ependent assessors who will score it 
against the criteria as set out in the Hot Tips of the application form. The assessor may ask you 
for more information to help their assessment of yo ur application. We will also ask our REOs, 
Arts Council England, Local Authorities and other o rganisations for information if necessary. 
The assessor writes a report and makes recommendati ons to the Assessment Panel, taking 
into account: 
 

·  Your knowledge and understanding of the issues you are addressing 
·  The need for your project  
·  How involved children and young people will be in a ll aspects of the project 
·  How your project meets Youth Music’s goals and Open  Programme objectives 
·  How your project fits with the work of other local organisations 
·  The legacy your project will leave behind 
·  Your monitoring and evaluation plans 
·  The quality of management and leadership for your p roject 
·  Your plans for your trainee(s) 
·  Your plans for the CPD (continuing professional dev elopment) of project staff 
·  The clarity of your budget 
·  Overall value for money 

 
The Assessment Panel meets every quarter to discuss  and make the final decision on every 
complete and eligible application.  

 
 
 
 
 
 
 
 
 
 
 



 13 

If We Offer You a Grant 
 
We will notify you within 12 weeks  of the closing date and will send you an offer pac k which 
includes: 
 

·  Your formal offer letter 
·  Your funding agreement 
·  Your payment schedule  
·  Guidance on monitoring and evaluation 
·  Guidance on our claims process  

 
You then need to sign and return your funding agree ment to us within 6 weeks . You must not 
start your project until we have confirmed receipt of this. 
 
You will also need to send us some documents in ord er to make your first claim. Your payment 
schedule will tell you what we need from you, but i t usually includes: 
 

·  A signed copy of your funding agreement 
·  Confirmation of bank details 
·  A copy of a bank statement or paying in slip for th e account that we will be paying 

your grant into 
·  An authorised signatories form 
·  Confirmation of the partnership funding listed in y our application, this may be from 

other funders, reserved funds or income generated t hrough the project 
·  A timetable of sessions with a summary of activity 

 
It is your responsibility to send us the required i nformation within the given deadlines and we 
will not chase for information. We process claims o n a quarterly basis, so if you miss your claim 
deadline, you will have to wait until the following  quarter. If you miss your deadline by more 
than 6 months and do not contact us to discuss your  claim, we may close your grant without 
further notice. 
 

 
If Your Application is Unsuccessful 
 
Youth Music’s open access programmes have always be en oversubscribed so inevitably, 
some applications are unsuccessful. All complete an d eligible applications go through the 
same assessment process and they all go to one of t he quarterly assessment panels. If your 
application is unsuccessful you will be notified in  writing within 12 weeks  of the closing date.   
 
All unsuccessful applicants may apply again to Yout h Music’s Open Programme.  
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Appendix 1 – Who to Contact at Youth Music 
 
Reception 
 
Telephone: 020 7902 1060 
Email: reception@youthmusic.org.uk   
(Please write Open Programme in the subject heading ) 
 
Youth Music’s receptionists are fully trained to he lp Open Programme applicants with: 
 

·  General enquiries 
·  Accessing and completing the Open Programme applica tion form 
·  Directing you to the right member of Youth Music st aff to help  

 
Youth Music’s REOs (Regional Executive Officers) 
 
Our REO contact details can be found on our website  www.youthmusic.org.uk  or by 
contacting reception on 020 7902 1060. 
 
They can help with: 

 
·  Advice on potential partners to extend the scope of  the activity and legacy or your 

project 
·  Assistance in developing your project so that it me ets its goals and objectives 
·  Assistance through the application process 
·  Pointing you in the direction of other support in y our locality 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 15 

Appendix 2 – Instructions on how to complete the on line 
application form 
 
Our online application form has been designed in su ch a way that allows you to return to the 
form as many times as you need to.  Because it is o nline, you can access the form anywhere 
that has internet access. 
 
1. Getting started 
 
Accessing the form for the First Time 
Access to Youth Music’s online application form is through the Youth Music website 
www.youthmusic.org.uk . Once on the general site you will need to use the l eft hand 
navigation bar and go to the ‘Looking for Funding’ section, followed by ‘Open Programme’.  
Here you will be able to follow the ‘Apply Here’ li nk.  This will take you to the website where 
the application form is hosted and you will see a p age like this: 
 

 
 
This is the account login page where you will need to set up an account. 
 
Creating an account 
To create an account you simply enter an email addr ess and then select the ‘I am a new 
online applicant’ option, enter a memorable passwor d, and click ‘continue’. You will then be 
taken to a second page to confirm the details, afte r doing this, click ‘Create Account’. 
 
Online application Hot Tip 
You can change the account email address and passwo rd at any time. 
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2. Are you Eligible? 
 
When your account is created you will be taken stra ight through to the Open Programme 
eligibility questionnaire. Which will look like thi s: 
 

 
 
This is our one page eligibility questionnaire. Rea d the questions carefully and take your time 
when answering the questions. The answers are multi ple choice.  To select your answer, place 
your cursor over the box and click on the answer th at is relevant to you. There are 15 
questions and you will have to answer all of them.  
 
When you have answered all 15 questions, click the ‘submit’ button. One of two things will 
happen now. 
 
If you are not eligible for Open Programme funding 
You will be shown a message detailing possible reas ons why the eligibility questionnaire has 
shown that you are not eligible, with some advice o n next steps.  
You can return to the account login stage and take the eligibility questionnaire as many 
times as you like, but should not use the ‘back’ na vigation option on your internet browser, 
instead you should return to the login page. 
 
If you are eligible for Open Programme funding 
You will be taken straight into the first page of t he application form. 
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3. Our online application form  
 

 
 
The form is divided into 9 pages, each page represe nting a different section for you to 
complete: 
 
Page 1.  Our introduction page which should be read carefull y. 
Page 2.  Asks for information about the organisation that yo u are applying on behalf of. 
Page 3.  Asks for you, the applicant’s, details. 
Page 4.  One of the largest pages which requires you to ente r information about the children 

and young people that your project will be working with. 
Page 5.  One of the largest pages which requires you to ente r information around your 

project; it’s aims, how it will meet our objectives , what outcomes your project will 
deliver as well as some finer detail on how your pr oject will actually look (workshop 
or session details etc). 

Page 6.  Focuses on the monitoring and evaluation of your pr oject. 
Page 7.  Asks for information on the management and leadersh ip of your project; details on 

the music practitioners, project managers and train ees. 
Page 8.  Is for organisations that have received funding fro m Youth Music before. 
Page 9.  This final page provides links to our budget templa te, as well as other documents to 

be completed before you submit your application. Th ere is also a function on this 
page that enables you to attach these documents ele ctronically to your 
application. 
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4. Online Application Dos and Don’ts  
 

Do Don’t 

·  Read the Applicant Guidance.  
·  Contact your REO (Regional Executive 

Officer), they can support you and help 
you make the best case for receiving 
funding. 

·  Take your time, if you’re consulting with 
young people or working in partnership, 
this can take time. A recent consultation 
of applicants revealed that some spent 
over 6 months developing their 
application. 

·  Use the Save and Finish later option at the 
bottom of each page. 

·  Read the Hot Tips next to each question 
·  Get in touch, 0207 902 1060 or 

reception@youthmusic.org.uk . 
·  Stick to the word limits, you won’t be able 

to leave the page or save anything if your 
over the word limit. 

·  Rush the form. As soon as you have 
submitted the form to Youth Music, you 
cannot change it.  

·  Use the ‘back’ option on your internet tool 
bar. If you want to go back in the form, use 
the navigation options on the form (page 
numbers or the ‘Next’ button). 

·  Hit the Exit Without Saving option at the top 
of the page, unless you really do want to 
leave the page. Clicking this will take you 
away from the form and any work will be 
lost. 

·  Leave your application un-updated for 
more than 120 days, it will be deleted. 

·  Forget to attach the budget and other 
documents, we can’t assess your 
application without it, so will have to reject 
your application. 

 
 

5. Navigating the online application form 
 
You will notice from looking at the form, that asid e from the text boxes and selection options, 
the form has various other navigation tools. Here i s a quick guide to what will happen if you 
click each of them. 
 
The green toolbar below the Youth Music logos has 3  clickable links. 
 
Contact Us  will generate an email to us. We are also availabl e on the phone Monday – Friday 
between 9.30am and 5.30pm and our reception staff a re fully trained to deal with all general 
application or technical queries or can redirect yo u if necessary. 
 
Exit without saving , does just that. Clicking this option will take yo u away from the application 
page and any work you have done on the page will no t be saved. 
 

 
 
The page numbers  across the centre of the page will take you to whi chever page you want 
to go to, by hovering your cursor over each page yo u can see what each page contains. 
 
Review My Application  is the clickable link on the right hand side of th e page. By clicking this, 
you will be able to view your application on one pa ge and see which required fields are 
incomplete or need altering before you submit. You can add information in this section and 
submit if you are ready. To return to the page-by-p age view, simply click on a page number. 
Printer Friendly Version is the last clickable link on the right hand side o f the page and will 
launch a new window or tab, where you can print you r whole application in black and white.  
 
6. Completing the online application form 
 
�  This mark denotes a required field. You will not be  able to complete the form, without 
completing the sections with a mark like this next to them. 
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To use drop down options , place your cursor into the box, and select the ap propriate option 
for you. 
 
To complete sections of the form you can simply ent er the text or numbers you want to.  The 
word limits  are fixed to help our assessors in making a fair a ssessment. You will find that you 
can enter more words than permitted but you will no t be able to save or move on to another 
page until you have edited the section down to the word limit. 
 
You can copy and paste information from Microsoft W ord into the text boxes, which you may 
find helpful if you like to spell check your work b efore submitting.  Please note, that Youth 
Music will complete a spell check  before accepting your completed application so any  
mistakes will be corrected by us before it goes for  assessment. 
 
We have included various links to other documents or websites that you might find  helpful 
when completing the form, all links launch a new wi ndow, so will not impact on the work you 
have done on your form. To open a link, either clic k on the link and it will automatically 
launch the new page, or press the ‘Control’ key on your keyboard then click on the link with 
your mouse, this will open the link in a new window  or tab. 
 
 

7. Emailing a copy of your online application form 
 
You can email a copy of your application to a third  party (such as a colleague or one of 
Youth Music’s REOs). To do this, use the Printer Fr iendly page and use your computer’s tool 
bar to email it by going to ‘File’, then ‘Mail Cont ents of this Page’, which will launch the page 
in an email. If this does not work, you can ‘Save A s’ and send the document as an 
attachment.  
 
 

8. Returning to an application you’ve already start ed 
 
You can return to your application and make changes  or additions whenever you want, 
once you have:  

·  set up an account;  
·  successfully completed the eligibility questionnair e;  
·  started to work on your application; and  
·  saved it at least once. 

 
To access a form you have already started work on 
You will need to use the ‘Access your Application A ccount’ link on the Open Programme 
page of the Youth music website. You might find it helpful to save the link in your internet 
favourites. (If you use the ‘Apply Here’ link, you will have to complete the eligibility 
questionnaire and the application form again). 
 
Log into your account using the email address and p assword selected on your first visit. 
 
Your account homepage will look like this: 
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To access your application form click on the approp riate form from the Open Applications 
selection and add to or alter your form as required . 
 
 

10. Attaching documents to your online form 
 
Page 9 of your application form is the Attachments page; here you will need to attach all of 
the required documents to your online form. 
 
The process of attaching documents is similar to at taching documents to emails.  
Go into the attachments page and scroll to the bott om of the page until you get to the 
section that looks like this: 
 

 
  
The Title section, refers to the attachment that we  need from you. If, for example, you are 
attaching a music leader’s CV, make sure that the t itle option reads CV of Music leader. 
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Then, beside File Name click on the ‘Choose File’ o ption, where a window will launch where 
you can select the saved file you wish to attach, l ike this: 
 

 
 
Select the relevant file, and double click on it wi th your mouse or select Choose. You will now 
see the file name next to the ‘Choose File’ option:  
 

 
 
If you are happy that you have attached the correct  document click the ‘Upload’ option to 
attach that document to your application. 
 
If you see (required) in the title of the applicati on, it means that you will not be able to submit 
your application without attaching that document. 
 
 
11. How to submit your completed application to You th Music 
 
When you are ready to submit, click on the Review a nd Submit button to send your 
application in to Youth Music.  
 
You will now see your whole application on one page . This is your last chance to make any 
changes or corrections to your application, so take  your time. At the bottom of this page, 
select the ‘Submit’ option. As soon as you select t his option your application will be sent to 
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Youth Music and you will not be able to alter it, s o it is very important that you are totally 
happy with the contents of the application. 
 
Your application has now been sent, and you will be  taken to your account home page: 
 

 
 
 
12. Next Steps 
 
Youth Music staff will check that you have followed  all of the guidance and addressed all of 
the questions before we upload your application int o our applications database.  
 
If you are posting any supporting information to us  because you do not have an electronic 
copy available, please be sure to do this within 5 working days of submitting your online form. 
 
If you have followed the Hot Tips and Applicant Gui dance, your application is eligible and 
complete, it will be ready for assessment. We will upload your application to our database 
and contact you with your Unique Reference Number ( often referred to as your URN). This is a 
four digit number that we and you will use for the life your application and your grant, if it is 
awarded. We will then send your application for ext ernal assessment before taking it to one 
of our quarterly assessment panels.  
 
If your application is not eligible or complete we will not be able to assess it and we will notify 
you if this is the case. 
 
You will be able to track the status of your applic ation in the Status column of your account 
homepage. You will also be able to review your appl ication by clicking on the ‘Application 
Name’ but you will not be able to alter it in any w ay. 
 
A member of the Open Programmes team will then be i n touch as soon as we can to inform 
you of the assessment panel’s decision. 
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Appendix 3 – Project Budget Form Instructions 
 
You will not be able to submit your application unl ess your project budget is completed on 
the template supplied. If the form itself is not fu lly completed we will not be able to process 
your application. 
 
Please ensure that you only include costs and match  funding that are directly connected 
with your project. If you are offered a grant, we w ill ask you to report on your project costs 
and match funding, so it is important that you give  an accurate representation. 
 
Any coloured cells will automatically add up to giv e you the totals. Please scroll through the 
tabs at the bottom of the page to reach the differe nt sections.  
 

Section 1 – Costs You Are Asking Us For 
 
Please give details of the items you are asking us to fund. Please list each item and say how 
much it will cost.  
 
A. Leadership Costs  
 
These are the fees, wages and other associated cost s paid to those specifically appointed to 
deliver your project. We encourage you to pay proje ct managers, music leaders, trainees, 
musicians and support workers appropriate rates of pay. Please ensure that you always give 
an hourly rate of pay, and break down the costs to show how they relate to the number and 
length of sessions being delivered. For example; 1 music leader @ £25 an hour x 200 one hour 
sessions totals £5,000. If you need time for planni ng, monitoring and evaluation then this 
should be broken down and included on a separate li ne.  
 
B. CPD Costs 
 
The cost of CPD (Continuing Professional Developmen t) for your music leaders, project 
managers, support workers and trainees should be li sted here. Please show which project 
staff the CPD is for. For example; 1 day project ma nagement course for 2 music leaders @ 
£100 per day totals £200. If your project staff wil l be benefiting from any free CPD 
opportunities, please ensure you include this only in Section 4 – In-kind support. 
 
Please ensure that CPD costs for your project staff  come to a minimum of 5% of the total cost 
you are asking us for.  This can include any free CPD opportunities that y ou list in Section 4 – In-
kind support.   
 
C. Activity Costs 
 
These are the costs associated with delivering your  project activities and supporting the 
children and young people taking part. If you are o ffering structured volunteering 
opportunities for young people, you can include cos ts such as volunteer recruitment, 
expenses and training here. You should also include  the costs of activities that will support 
and encourage children and young people to have a v oice and say in all aspects of the 
project such as facilitation and consultation. Perf ormance costs can also be included here, 
but we cannot fund non-music costs such as costumes, pr ops or choreography. These non-
music performance costs will need to be covered by your match funding in section 2. 
 
You can include transport costs for children and yo ung people, but we do not usually fund 
transport costs in excess of 10% of the total cost you are asking us for.  However, there may be 
circumstances where transport costs are higher and we will consider paying more if you are 
able to justify the need.   
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D. Materials and Equipment 
 
These are the materials and equipment specifically required for your project. Designing and 
printing newsletters and other marketing costs invo lved in letting people know about your 
project should be included here. You can also inclu de the cost of tools required for 
monitoring and evaluation. Please ensure that you a lways break down the costs and justify 
their need. We cannot fund vehicles, building purchases or reno vations.  
 
Capital purchases, such as music and office equipme nt, should not exceed 10% of the total 
cost you are asking us for. This can increase to 25 % if your project focuses on Music 
Technology.  If you need to spend more on capital purchases, th is will need to be covered by 
your match funding in section 2.  
 
E. Core Costs 
 
The costs of rent, rates, heating, lighting, postag e, telephone, insurance, cleaning and 
maintenance should be included here. You can also i nclude the fees, wages and other 
associated costs paid to the staff involved in sett ing up, running or administering your project. 
Please give an hourly rate of pay and make sure tha t the proportion of salaries charged 
relate directly to the proportion of time to be spe nt on the project. They should also clearly be 
shown to be additional to costs covered by any othe r revenue funding you already receive. 
National Insurance and pension contributions can be  included here, if necessary.  
 
Please ensure that your core costs do not exceed 15 % of the total cost you are asking us for.  
If you need to spend more on core costs, this will need to be covered by your match funding 
in section 2. 
 

Section 2 – Match Funding 
 
Please list the sources of your match funding in as  much detail as possible.  'In-kind' support 
should not be included here. 
 
Please ensure that your total match funding is at l east 10% of the total cost you are asking us 
for, that it is cash and not in-kind.  So, if your total project costs £16,000, your matc h funding 
must be at least £1,600. This would mean that the t otal that you could apply to Youth Music 
for would be £14,400.  
 
Match funding can come from other public funders (e .g. local authorities), from Arts Council 
England revenue funds, from trusts, foundations, sp onsorship and earned income such as CD 
and ticket sales. Other lottery funds cannot be used as match funding .   
 
If your application is successful we will ask for c onfirmation and evidence of match funding 
before releasing any payments. 
 
Please note that if a recipient of one of Youth Mus ic’s YMAZ, NYMO, MusicLeader or Power 
Play funding programmes is match funding your proje ct, or providing in-kind support, this must 
be from another source besides Youth Music. We will  ask for written confirmation from you 
and the partner organisation to ensure this is the case.  
 
A. Confirmed Match Funding.  
 
Please list the sources of funding that has already  been offered to you for the project. You 
may not have received the money but you will have r eceived formal confirmation from the 
funder.  
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B. Projected Match Funding 
 
Please list the sources of funding that is provisio nal (e.g. awaiting the funder's decision) at the 
time of submitting your application, or any earned income the project will raise. In the case of 
earned income, we will ask you to show who will und erwrite this money if you do not raise 
enough to meet the 10% cash requirement.   
 
C. Costs Your Match Funding Will Cover 
 
Please give details of the items that your match fu nding will pay for. Please also say how 
much each item will cost. Please ensure that you do  not include any costs that you are asking 
us for. You will need to have enough match funding to pay f or all of these items .  
 

Section 3 – Budget Summary  
 
This is for reference only. You do not need to ente r anything here, as this will automatically 
update using the figures you have entered in sectio ns 1 and 2. If you get an error message 
please revisit sections 1 and 2 to make sure you ha ve entered all the figures correctly. 
 

Section 4 – In-Kind Support  
 
In-kind support is goods or services that may be of fered in support of your project in addition 
to your match funding. Please estimate how much the se services would cost and include this 
here. Do not include in-kind support in any other s ection. 
 
For example, a school may offer you the use of its hall each week free of charge because of 
the activity you will be delivering for local child ren and young people. In usual circumstances 
the charge for its hire may be £150 per day, so if you were using this venue for 5 days in total, 
you would put down £750 total as your in-kind suppo rt. 
 
Please note that if a recipient of one of Youth Mus ic’s YMAZ, NYMO, MusicLeader or Power 
Play funding programmes is match funding your proje ct, or providing in-kind support, this must 
be from another source besides Youth Music. We will  ask for written confirmation from you 
and the partner organisation to ensure this is the case. 
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Appendix 4 – Youth Music’s Official Complaints Proc edure 
 
Youth Music is committed to being open and accessib le and welcomes all comments on its 
work and the services it provides. Suggestions as t o how our services might be improved 
should be sent to the Chief Operating Officer. 
 
There may be occasions when you are unhappy about t he service we provide. If you wish to 
make a complaint please follow the procedures below , bearing in mind that Youth Music is 
not able to consider complaints against a funding d ecision itself.  
 
Complaints 
 
If you are dissatisfied with the service we provide  or the way that you have been dealt with 
please make an official complaint in writing to the  Chief Operating Officer. Within five 
working days of receipt it will be investigated by the appropriate member of Youth Music’s 
Senior Management Team. You will receive a written response to the complaint within four 
weeks. 
 
If you are still not satisfied with the response to  your official complaint, you may write to the 
Chief Executive. You may only write based on procedural grounds and not on the funding 
decision itself.   
 
This letter must be sent within one month of the re sponse provided under the initial complaint 
and you will receive an immediate written acknowled gement from the Chief Executive. 
 
Within six weeks of receiving such a request, the r elevant material will be considered by the 
Chief Executive together with the appropriate Direc tor of Department, the Chair of Youth 
Music, a Trustee and an adviser who was not involve d in the original application in any way 
 
Their conclusions and recommendations will then be submitted at the earliest opportunity to 
a Trustees meeting, whose decision will be final an d will be communicated to the 
complainant within seven days of the Trustees meeti ng 


