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Guidance for Completing the
Skills Bank Application Form
This guidance has been designed to support you in completing the Skills Bank Application Form accurately and efficiently. Please read it fully before submitting your application.

1. Before You Start
· Ensure you have the necessary business information to hand (e.g., turnover, profit margins, staff numbers, companies house number).
· Gather any supporting evidence, such as: 
· Training Provider proposals
· Skills needs analysis
· Any public funding evidence
· Download or open the latest version of the application form to avoid using outdated templates.

2. How to Complete the Form
Section 1: Company Information
· Provide accurate and complete details about your organisation, including trading name, operational address, business sector and company size.
· Complete all financial information carefully. Estimates should only be used where requested (e.g., projected turnover).
Section 2: Training Plan
· List all courses for which support is being requested, including the training provider, number of learners, and cost per learner.
· 
[bookmark: _MON_1834231311]Attach course proposals for each training activity listed.  A course proposal should meet minimum requirements. See the guidance requirements for a proposal here: 
· Complete and submit the training matrix.
· Ensure all information is consistent and reflects discussions already held with the provider.
Section 3: Growth Case and Business Impact
· Explain the measurable business benefits expected from the training (e.g., increased sales, entering new markets, efficiency improvements).
· Include clear growth metrics (percentage improvements, volumes, timelines).
· Make it clear how the training itself will directly create these outcomes.  
· Explain how the staff selected (their roles and development needs), is central to ensuring the training delivers meaningful business impact.
· Explain the effect of not securing Skills Bank support.
Section 4: Skills Need and Training
· Outline the specific skills gaps that the training will address and demonstrate how these gaps were identified and provide supporting evidence of this conclusion.
· Describe the consequences of these skills gaps on your current operations and future plans.
· Explain how the proposed training resolves these gaps and how improvement will be measured.
Section 5: Economic Impact and Public Value
· Indicate whether this training will lead to new job creation, job safeguarding, or role enhancements.
· Provide details of the number, nature, and timescale of expected additional jobs.
· Explain how the training will support innovation and/or R&D within your business or region.
Section 6: Value for Money
· Set out your expected return on investment from this planned training, including how this will be measured and when this will be realised.
· Describe any benchmarking or research undertaken to satisfy yourself that the training represents good value.
· Provide evidence or rationale supporting your value for money assumptions.
Section 7: Deliverability and Risk
· Describe the arrangements you will put in place to ensure the training is delivered as planned.
· Set out how you will ensure the learning is transferred into the workplace and the impacts monitored.
· Identify potential risks that could hinder the success of the training and how you will mitigate them.
Section 8: Social Value and Wider Impact
· Provide details of any activities your organisation undertakes that has a wider impact on the region, such as: 
· Current support provided to schools/colleges/universities with curriculum, enterprise, and/or student progression 
· Current support provided by the business for community projects or volunteering
· Current engagement with employability programmes, including STEM and individuals requiring additional support
· Current material involvement in apprenticeship programmes including plans to further engage with apprentices and the apprenticeship programme. 
· Current actions the business is taking to reduce the carbon footprint and the progress towards Net Zero 
· Download and complete the Social Responsibility Commitments document with any relevant planned activities. You can download the form here: XXXXX

3. Submission Checklist
Before submitting your application, please ensure:
· All sections of the form have been completed.
· All fields in the training matrix are completed before attaching and submitting.
· All required documents (course proposals, training matrix, etc.) are attached.

4. Need Support?
If you require help completing the application, please contact the Skills Advisors below via the contact form on the Skills Bank website.
· James Mullen – james.mullen@southyorkshire-ca.gov.uk
· Pete Hardwick – pete.hardwick@southyorkshire-ca.gov.uk
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Requirements from a

Training Proposal & Course outline



A training proposal should justify the need for the training as well as cover the course details.





The proposal should contain:



· Outline the business need / justification for the intended training, 

· Provide an overview of how the provider is well placed to address those needs

· Provide a statement on how the proposed training will address the business needs and the impact the programme will have on the business



The Training Plan should contain:

· Course title

· Identified audience (job roles and experience levels)

· Course objectives

· Course Structure & Content

· Level of learning

· Delivery methodology (In-person /in workplace/ Online / Hybrid)

· Duration of programme including the amount of direct training time

· Indicative dates.

· Delegate numbers (and number of cohorts if applicable)

· Price for the programme

· How learning / meeting of course objectives will be measured and recorded

· Review arrangements 
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