
 

Registering and Claiming Gift Aid for your Group – A step by step 
guide 

We know that many Scout Groups are looking for ways to increase their funds to ensure 
they can deliver Skills for Life to people in their communities. One way this can be done is 
through claiming Gift Aid. Lots of groups have told us they find this process intimidating so 
we have designed this step by step guide to support you through the process. Don’t forget, 
if you get stuck at any point you can contact the ScoutsCymru HQ team on 
admin@scoutscymru.org.uk and they will be happy to help with advice and guidance.  

 

What can we claim via Gift Aid and why are we entitled to it? 

Charities have special status in tax law and can claim back the tax paid by a taxpayer on all 
donations. As each Scout Group, District and Area is a charity and subs can be treated as 
donations, all Groups can claim 25% on all subs paid for their members.  

You can also claim the previous four years’ worth of Gift Aid when you apply for the first 
time.  

 

Sounds great! But isn’t it a complicated process? 

Registering for Gift Aid can be broken down into three simple steps;  

• Gather all your information together 
• Register for Gift Aid and an online account with HMRC 
• Ask parents to sign the Gift Aid Declaration (this can be done via OSM!) 

Once you have registered you just need to submit your claim annually to receive your Gift 
Aid.  

Step One – Gather your information 

What you need Where you can find it 
Bank account details and financial accounts You’ll need a recent bank statement and 

your last annual accounts 
Official’s details You’ll need to get the dates of birth and 

National Insurance numbers of your 
trustees (members of the exec) 

Registration number This is only relevant if you’ve registered 
your charity with a regulator. If you don’t 
have a charity number because your Group 
doesn’t need to be registered then you 
won’t need this.  
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Charitable Objectives This can be found in POR - 
https://www.scouts.org.uk/por/1-
fundamentals-of-scouting/ 

Governing document This is either your constitution or chapter 3 
of POR https://www.scouts.org.uk/por/3-
the-scout-group/ 

 

Once you have all of these bits of information, you are ready to move onto step two – 
Registering for Gift Aid 

Step Two - Registering for Gift Aid 

This entire process should take roughly one to two hours to complete online. Remember, if 
you get stuck or have questions to get in touch with the SCHQ team.  

Who should be registering the Group? 

Either the treasurer or a trustee appointed by the Executive Committee can register. Up to 
two people can be HMRC registered officials, and it is best practice to have two people.  

Creating an account on the Government Gateway 

You will need to register for an HMRC account to use Government Gateway. We strongly 
recommend you create a new account and do not use a personal login.  

You need to visit www.gov.uk/claim-gift-aid-online , select start now and then click create 
sign in details. 

• Enter the email address you wish to register to claim your scout group’s/district’s 
gift aid. 
 
• You’ll be emailed a code to verify that email address. 
 
• Enter the code in the email from Government Gateway. If you don’t receive an email 
within a few minutes, look in your junk email folder. 
 
• Create a password 
 
• Create a recovery word that will be linked to your Government Gateway account 
should you forget the password and need to recover it in the future. 

 

You will then need to select the type of Government Gateway Account that you need, click 
on Organisation then on the next page click ‘add tax to your account’. 

Then select ‘Other taxes or schemes’ and press continue. On the next page you should see 
the option ‘Charities – for Gift Aid repayment claims’. 

You will then be asked if you have a HMRC Charities reference. If your group hasn’t claimed 
before then you need to answer ‘No’ and click continue.  
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Registering your Group  

Please note that when you get to this stage, there is not the opportunity to save and go 
back so make sure you have all the information you collected in the first step.  

You will first be asked to check your availability with the following questions;  

• Is your charity established for charitable purposes only? 
• Does your charity have a UK bank, building society or credit union account? 
• Is your charity based in the UK, another country in the European Union, or in Iceland, 

Liechtenstein, or Norway? 

You should answer yes to all of these and click next.  

You will then be asked to sign in with your Government gateway account that you’ve just 
created.  

The next step is to add the contact details of your charity. The first page “Your Charity’s 
Contact Details’ and ‘Your Charity’s Official Address’ should be your official name and 
address, whereas the next section allows you to include a different correspondence 
address, e.g. the address of your treasurer.  

The next page is about your charity’s regulator. If you are not registered please selected 
‘Uniformed youth groups’ as the reason for not being registered. Once you have selected 
this please click next.  

Under ‘Your Charity’s governing document’ please select rules and constitution. Unless your 
Group has a constitution other than the one in chapter 3 of POR please use the date of POR 
from the Scouts website, and click yes.  

If you do have your own constitution, please enter the date of when your constitution was 
adopted and then click yes.   

The next section is about your group’s funds. Please click the appropriate buttons regarding 
your accounts and bank statements, the answers should be yes unless you have been open 
less than a year. You will also be asked how you raise funds, donations, fundraising grants 
and membership subscriptions may all be applicable.  

After this you will be asked what your charity does. You can use the latest purpose of 
Scouting from chapter one of POR and then tick the relevant boxes for the charitable 
purposes.  

You will then be asked how this benefits the public, you can either write your own 
statement or use the following suggestion –  

“Scouts UK is the largest educational charity for young people in the UK.  
Every week Scouts give almost half a million 6-25 year olds the skills they need for school, 
college, university, the job interview, the important speech, the tricky challenge and the big 



 

dreams: the skills they need for life. Everyone is welcome. All genders, races and 
backgrounds. In influencing young people to be a good citizen, the whole country benefits.” 
 
The next section will be about the bank account details of your group. One key tip here is to 
make sure the name on the account matches with that on the bank statement, this might 
not be the same as the cheque book! 

The authorised official step might seem intimidating but it is just choosing two authorised 
people (the treasurer and a trustee) from the group to contact HMRC. The information you 
will need for this step is –  

• Name (first, middle and last) 
• Address 
• Postcode 
• Date of Birth 
• Position in charity (Treasurer or Trustee)  
• Telephone numbers 
• Email address 
• Previous address 
• National insurance number 

You can authorise a nominee from outside of your organisation, this can be added at a later 
date. To keep it simple, we’d recommend selecting no on “authorise a nominee” in your 
initial application.  

Finally you will be asked to check over your information and complete a declaration. Once 
you’ve done this the webpage will show your next steps which will require you to post 
copies of information to HMRC. It can take around 6 weeks to process applications.   

Step Three – Ask all parents to sign the Gift Aid Form 

Now that you’ve completed steps one and two you need to ask parents to sign the gift aid 
form. There’s a couple of different ways to do this.  

If you use Online Scout Manager:  

• Login to OSM 
• Go to Section Admin 
• Click Gift Aid 
• Select All Young People 
• Click the button to ask parents to complete the declaration online 
• Check regularly who has not yet made the declaration and resend.  

If you don’t use OSM:  

• Enter your Scout Group details onto the Gift Aid Declaration Form 
https://www.scouts.org.uk/about-us/support-scouts/gift-aid/ 

• Print out the form, sufficient copies to have all the parents complete it  
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• Ask parents to sign and return the form to you 

No matter which method you use, make sure to advertise on your social media pages that 
you will be doing this and how much it could be worth to your group.  

Annual Claim  

Now that you are registered and parents have signed the declaration forms you are ready to 
make your annual claim.  

To this you will need –  

• Gift Aid Declarations for parents who pay subs 
• Amount of subs paid by each parent 
• Gift Aid Declarations for any donations you’ve received from individuals (not 

businesses) and the donation amount 

Don’t forget if your parents/carers pay a sum separately to cover membership fees this can 
not have gift aid claimed on it. 

You should then create a spreadsheet with the following headings –  

Title First 
Name 

Last 
Name 

House 
name/number 

Postcode Aggregated 
Donation 

Donation 
Date 

Amount 
(Don’t 
use £ 
symbol) 

 

You should then fill in the spreadsheet with the information you have gathered. If you use 
OSM you can download this spreadsheet from the Gift Aid option on Section Admin.  

You will now need to sign into Government Gateway here https://www.gov.uk/claim-gift-
aid-online and then select Claim Tax Back on Donations. Then select ‘Make a charity 
repayment claim’ and indicate you are claiming gift aid.  

You will then need to provide details about your group such as if you are registered with the 
charity commission.  

Finally you will be asked to attach your gift aid schedule, this is the spreadsheet you created 
earlier. Once you click next then you will receive an acknowledgement of your submission. If 
there are no queries you should receive you claim within six weeks.  

Congratulations! You have completed the three initial steps and submitted your first Gift 
Aid Claim. Don’t forget to claim every year and if you have any questions, contact the SCHQ 
team on admin@scoutscymru.org.uk  
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