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How to use this guide 

This guide will give you an overview of the Environmental Trust’s Education grants program, including 
information on organisations that are eligible to apply and the types of environmental education projects that 
we will fund. 
 
They also outline how applications are assessed and what to expect if you are awarded a grant. 
 
If you decide to apply for an Education grant, you should also refer to the Guidelines for completing your 
Expression of Interest. 

Contact us 

If you would like more information about this program or require assistance, please contact the NSW 
Environmental Trust on: 

 

Telephone: (02) 8837 6093 

Email:  info@environmentaltrust.nsw.gov.au 

 

mailto:info@environmentaltrust.nsw.gov.au
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Part 1:  About the program 

The NSW Environmental Trust’s (the Trust’s) Environmental Education Program is a contestable grants 
program seeking to support education projects that help address environmental problems in NSW. 
 
The Trust is an independent statutory body established by the NSW Government to fund a broad range of 
organisations to undertake projects that enhance the state’s environment. The Trust’s main responsibility is to 
make and supervise the expenditure of grants. 

Program objectives 

The aim of the Environmental Education program is to support educational projects or programs that develop or 
widen the community’s knowledge of, skills in, and participation in protecting the environment and undertaking 
sustainable behaviour(s), by funding projects that meet the following objectives. 
 

Objective 1  
Facilitate changes in behaviour of individuals and groups that will affect specific 
environmental problems. 

   

Objective 2  Develop and promote education projects that improve the environment. 

Funding available  

There are two streams of funding available (Community and Government). Eligible applicants can submit a 
maximum of three Expressions of Interest (EOI) to either stream. 
 
Our grants can cover the full costs of projects. However, joint funding will add value to your project, may make it 
more competitive or may be necessary to meet the objectives of your project. 
 

 Program funds 
Minimum 

grant funding 
Maximum 

grant funding 
Duration of 

funding 

Community $500,000 $5,000 $100,000 Up to 3 years 

 

Government $500,000 $5,000 $100,000 Up to 3 years 

 
Competition for funds is normally high. In the last grants round (2015), the Trust received 176 EOIs requesting 
over $12 million, which resulted in 29 invited applications. A total of 16 applications totalling $1,084,144 were 
successful. The Trust implements a two-stage process for this program in recognition of the high demand and to 
reduce the burden on applicants until they have a greater chance of success (full application stage). 
 
See the Trust website for information on successful projects. 

What’s new in 2016? 

We haven’t made any major changes to the program this year, so if you applied last year you will find the process 
and structure very similar. However, we do want to encourage applicant organisations to more clearly focus on 
and articulate: 
 
 How you will demonstrate tangible environmental benefit (see page 4). 

 That you have engaged collaborators, where relevant, to effectively design and deliver their projects (see 
page 3). 

  

http://www.environment.nsw.gov.au/grants/envtrust.htm
http://www.environment.nsw.gov.au/grants/education.htm
http://www.environment.nsw.gov.au/grants/education.htm
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Important dates and milestones 

The Program has a two stage application process, as outlined below. For more information about the application 
and assessment processes, go to pages 6 and 8. 
 

Stage 1 
Expression of Interest 

 
Opens - 7 March 2016 
Closes - 8 April 2016 

 

Stage 2 
Full Application   

(by invitation only) 

  
Opens - 6 June 2016 
Closes - 15 July 2016 

 

Funding 
Successful grant projects 

announced November 2016. 
 

Projects should aim to 
commence between  

1 February and 30 June 2017. 

Part 2: Eligibility 

To be eligible, proposals must have a lead applicant and collaboration in place. The eligibility for lead applicants 
and your collaboration are outlined in this section. 

Lead applicant 

Each proposal requires a lead applicant. A maximum of 3 EOIs can be submitted per lead organisation. 
 
If successful in securing a grant, the lead applicant will hold primary responsibility for delivery of the project. This 
includes administration and finance requirements, and performance of your collaborators. 
 
The following organisations are eligible to apply as the lead applicant: 
 

1.  Community stream: 

 

 community organisations 

 community groups 

 incorporated associations 

 incorporated non- profit organisations 

 non–commercial cooperatives 

 

Community groups or organisations that are not incorporated are only eligible to apply if they arrange for 

the grant to be administered by an incorporated or government organisation. 
 
(See Nominating an administrator on page 3) 

 

2. Government stream: 

 

 state government agencies and/or statutory committees 

 local councils 

 Local Land Services 

 regional organisations of councils 

 other local government controlled organisations 

 universities 

  



 

2016 Environmental Education: Program Guidelines Page 3 of 11 

Collaborators 

Collaborators are essentially project partners. To ensure the long term success of your project (sustained 
behaviour change) it is vital that you engage and collaborate with relevant stakeholders in your project design 
and delivery. Therefore, to be eligible, proposals (EOIs and invited applications) must demonstrate how 
collaborators will be involved in the project. 
 
Collaborators can help leverage time, expertise, material, resources, as well as reduce duplication. Your 
collaborators must: 
 
 Have been actively involved in designing your project. 

 Demonstrate the requisite capabilities and responsibility to help to deliver your project. 
 
Collaborators might include state government agencies, councils, non-government organisations, community 
groups, landholders, environment groups or industry groups. 

Nominating an administrator 

Community groups/organisations may nominate another organisation to administer grant funds on their behalf. 
 
The administrator must be a legal entity and Grant Agreements are prepared in the name of the administering 
body. Grant payments are made payable to the administrator who is responsible for dispersing funds on the 
grantee’s behalf and the preparation of financial reports. An agreement should be reached between the grantee 
and the administrator in relation to project management. It is expected that the actual project implementation will 
be led by the applicant, and not the administrator. 

Ineligible applicants 

Under this program, the following are not eligible to apply for funding: fund: 
 

 individuals 

 industry joint ventures 

 profit-distributing corporations 

Past performance 

Please note that the Trust will take into consideration any record of past poor performance in respect of 
previous grants projects, or any history of non-compliance with statutory or regulatory obligations when 
assessing eligibility. 
 
If it is considered that negative past performance presents a substantial risk to the timely and effective 
performance of the project, an applicant will be asked to respond to the negative determination and this 
response will be taken into consideration alongside the overall merits of the EOI. Special conditions may be 
included in the funding agreement to address any issues of concern. 
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Part 3: What can be funded? 

Guiding principles of environmental education projects 

EOIs and applications should incorporate the following principles for effective and impactful environmental 
education projects.  These principles are also reflected in the assessment criteria (see page 8). 

 
 

  

Environmental  
Benefit

Community 
need

Collaboration

Capacity 
building

Evaluation and 
dissemination

Community need 

 Know your target audience 
(e.g. Who are they? Where 
are they located?)  

 Explore and build evidence 
of your target audience 
needs (e.g. what are their 
typical behaviours and 
characteristics?) 

 Understand appropriate 
ways to engage and educate 
your audience to inform your 
project design and delivery. 

 

Collaboration 

 Identify relevant collaborators 
(partners) 

 Establish how collaborators can add 
value to the scoping, implementation, 
evaluation and dissemination of your 
project. 

 
Collaborators can help leverage time, 
expertise, material, resources and reduce 
duplication. Capacity building 

Consider how you will enhance 
the skills and capacity of your 
target audience and potentially 
your collaborators. 
 
Capacity building and training is 
integral in developing sustained 
behaviour and skills. 

Evaluation and dissemination 

Consider how you will reflect, monitor and 
evaluate your project to: 

 Measure the success of your project 
(i.e. has behaviour change or 
environmental benefit occurred?) 

 Ensure continuous improvement based 
on findings 

 Share education and engagement 
outcomes (e.g. approaches, tools, 
resources) 

Environmental benefit 

 Identify the environmental issue you 
are addressing 

 Understand how your project can 
improve this problem or issue 
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Target audience focusses 

We are seeking projects where there are opportunities or challenges in getting audiences to understand, care 
and act differently with regard to their environment, and in particular, projects applying innovative approaches to 
educate and engage their audiences. 

Target audiences can be based on a range of characteristics, including geographical location, socio-economic 
status, specific needs, drivers, or interests. 

The Trust uses a merit-based assessment process for all applications, so does not allocate specific funding for 
specific areas or regions of the state. However, in recognition of the historically low allocation of Education 
program grants to regional areas, we strongly encourage applications from regional and rural communities, or 
projects that incorporate regional collaborations or partnerships. 

What the Environmental Trust will not fund 

The following activities are not eligible for funding: 

 Projects that, in the normal course of events, are clearly the core business of local or state government 
authorities or educational institutions. 

‘Core business’ can be difficult to define as it varies for different organisations. As a general guideline, core 
business is essential business or legal responsibility of an organisation. The Trust will consider funding works 
that are related to core business but additional to the organisations usual work or responsibilities. 

Applicants will be required to demonstrate how their project is not core business. 

 Continuing administration/operational costs of organisations. 

 Capital equipment purchases, unless it is more cost effective to purchase than to lease capital equipment 
for the life of the project. Costs for capital items should generally not exceed 20 per cent of the total project 
budget. 

 One-off information activities and events (projects that will not lead [or contribute to] sustained change in 
behaviour and skills). 

 Projects that fund devolved grants (i.e. projects offering grants to other organisations). 

 Ongoing maintenance of projects to which organisations have committed as part of a previous grant or 
their core business operations. 

 Reimbursement of salaries of existing state or local government staff who will be supervising or working on 
the project as part of their usual duties. 

 Retrospective funding. That is, activities that have commenced before the grant is offered and accepted. 
You should plan to begin your proposed activity after 1 February 2017. 

Examples of education projects funded in previous years are available on the Trust’s website 

http://www.environment.nsw.gov.au/grants/education.htm
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Part 4: Application process

The Education Program has a two stage application process. 

How to apply: Stage 1 – Expression of Interest 

The following flow chart takes you through the steps of how to lodge an Expression of Interest in Stage 1 of the 
Education Program application process. 

 

If your EOI is successful, move on to Stage 2 – Full Application (see next page) 

Step 1

Read these Program Guidelines

Step 2

Check your eligibility

Is your organisation eligible? (refer to page 2)

Is your project idea suitable for this program? (refer to page 4, Guiding principles)

Step 3

Do not download the form, open and complete within Adobe 
Reader, then save the document. Complete the Expression 
of Interest (EOI) Form, using the Guidelines for completing 
your Expression of Interest.

Step 4

Ensure your EOI has been authorised by a senior manager or senior officer bearer of your 
organisation that is able to attest to the accuracy of the information.

If your project will be administered by another organisation, your EOI should be authorised by a 
senior representative of that organisation  who has agreed to administer the grant on your behalf (see 
page 3)

Step 5

Email your EOI to: apply@environmentaltrust.nsw.gov.au 

by the closing date: 5pm Friday, 8 April 2016.

Late applications will not be accepted.

Step 6

The Trust will acknowledge receipt of your email within 2 working days.

Within three weeks of the closing date you should expect to receive a 
confirmation email with a unique reference number for your EOI.  This 
reference number should be used in all correspondence to and from the 
Trust

TIP for Step 6 

If you have not received 
notification of receipt of 
your email within 2 working 
days, it is your 
responsibility to contact the 
Trust to ensure that your 
email has been received. 

TIP for Step 3 

Ensure you address the 
assessment criteria for 
EOIs (see page 8), 
which will be used to 
assess your EOI. 

http://www.environment.nsw.gov.au/grants/160018-EOI-Guide-Education.pdf
http://www.environment.nsw.gov.au/grants/160018-EOI-Guide-Education.pdf
http://www.environment.nsw.gov.au/grants/160017-EOI-Form-Education.pdf
mailto:apply@environmentaltrust.nsw.gov.au
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How to apply: Stage 2 - Full application (by invitation only) 

 
The following flow chart takes you through the general steps of Stage 2 of the Education Program application 
process (Full Applications). 
 

 
 
 

Go to assessment and approval process on page 9  
for information on what happens after you have submitted your application. 

  

Step 1

If your EOI is successful,
you will be invited to submit a
full application in June 2016

Step 2

An Application Form and Application Budget Form will be sent to invited 
applicants. Guidance material on completing the Application Form and 

Budget will also be available.

Step 3

Complete an Application Form 
and Application Budget.

Step 4

Submit your application and budget by the 
closing date:

5pm Friday 15 July 2016

Late applications will not be accepted

Step 5

The Trust will acknowledge receipt of 
your email within 2 working days.

If your EOI is unsuccessful, you 
will receive notification from the 
Trust in June 2014. Please take 
the opportunity to contact the 
Trust for feedback on your EOI 

TIP for Step 3 

Ensure you address the assessment 
criteria for invited applications (see Page 
9), which will be used to assess your 
application. 

TIP for Step 5 

If you have not received notification of 
receipt of your email within 2 working 
days, it is your responsibility to contact 
the Trust to ensure that your email has 
been received. 
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Part 5: Assessment 

Selection for NSW Environmental Trust grants is a state-wide, merit-based process. Eligible applications will be 
assessed by the program’s independent Technical Review Committee against the program assessment criteria. 
 
There are separate assessment criteria for EOI (stage 1) and full application (stage 2). The full application 
assessment criteria, as you would expect, are more detailed. 

Stage 1: EOI assessment criteria 

Criterion 1 

Environmental benefit 
  Proven environmental and educational needs and tangible environmental benefits. 

   

Criterion 2 

Target audience 
 

 Appropriateness and understanding of the target audience and proposed 
engagement methods. 

 Ability to build capacity of the target audience. 

   

Criterion 3 

Collaboration 
 

 Relevant collaboration established, and collaboration has been actively involved in 
project scoping. 

 Appropriate mechanisms to engage collaborators established. 

   
Criterion 4 

Effectiveness 
 

 Appropriateness of objectives to address the stated environmental issues. 

 Likelihood of success against project objectives. 

Please refer to How to complete your Expression of Interest to see how questions in the EOI Form relate to the 
assessment criteria. 

Stage 2:  Full application assessment criteria (by invitation only) 

Criterion 1 

Tangible 
environmental benefit 

 

 Clear explanation of the environmental issue to be addressed i.e. is there a need? 

 Likelihood the project will make a difference to this issue. 

 Demonstrated evidence that similar or existing programs/products are not duplicated. 

 Degree of originality or innovation of your approach (not essential). 

   

Criterion 2 

Target audience 
 

 Clear specification and understanding of target audience. 

 Likely impact of target audience communication and engagement strategy. 

 Extent to which project activities build capacity of target audience. 

   

Criterion 3 

Project team and 
collaborators 

 

 Strength and appropriateness of the collaboration. 

 Appropriateness of proposed engagement of collaborators. 

 Relevance of project team expertise. 

 Relevance of expertise of collaborators. 

   

Criterion 4 

Project planning 
 

 Quality of the project plan to show how the proposed activities will enable the objectives 
to be met (including project evaluation). 

 Stated objectives and outcomes are measurable, either quantitatively and qualitatively. 

 Clear explanation of how outcomes will be evaluated and disseminated. 

 How well the project plan incorporates measures to monitor and address identified risk 
factors. 

 Feasible time frame for achieving proposed objectives and outputs. 

   

Criterion 5 

Value for money 
 

 Extent to which the budget supports the proposed outputs and whether it will ensure 
the viability of the project overall. 

 The likely environmental impact of the proposal relative to the amount of program funds 
sought. 

 Appropriateness of the mix in the total budget for materials and other direct project 
costs and in-kind contributions to the project. 

 Demonstrated commitment of the applicant to continue to support and achieve the 
project’s outcomes beyond the life of the grant. 

 Transferability for dissemination of project outcomes. 

http://www.environment.nsw.gov.au/grants/160018-EOI-Guide-Education.pdf
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Assessment process 

The following flow chart outlines the various assessment and approval steps throughout the entire Education 
Program application process. 
 

 
 

See page 12 for information on what to expect if you are successful in receiving a grant. 

 
  

Step 1 - April 2016

Your EOI is submitted and receipt is 
acknowledged by Trust Administration

See page 7 for information on how to apply.

Step 2 - April 2016

Trust Administration staff will check 
whether your EOI is eligible and 

complete for
assessment purposes.

Step 3 - May 2016

The Education Program Technical Committee will 
assess the merit of your proposal by using the 

assessment criteria outlined on page 9.

Step 4 - June 2016

A number of EOI applicants (approximately 30) 
will be invited to submit full applications.

Invited applicants may be asked to address any points 
of clarification requested by the Technical Committee.

Step 5 July/August 2016

Once full applications have been received, the Technical Committee will assess 
the merit of your application by using the assessment criteria outlined on 8 and will 

make recommendations to the Environmental Trust.

Trust Administration staff may also contact you or your nominated
referees for further information about your application.

Step 6 - September 2016

The Trust, having considered the Technical Committee’s 
recommendations, determines which applicants will receive grants.

Decisions by the Trust are final. There is no appeal process. Successful 
applicants may not receive the full amount requested and may be subject to 

special, as well as general, conditions of funding.

Step 7 - November 2016

Successful applicants announced by the Minister for 
Environment.

A summary of the project will be published on Trust website
and you will receive a letter from the Minister.

Unsuccessful EOIs will be notified and 
are encouraged to seek feedback. 

Unsuccessful applicants will be notified 
and are encouraged to seek feedback. 
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Part 6: Managing your grant 

If you are successful in receiving an Education Program grant, 
you will be notified in November 2016. Upon commencement and 
for the duration of your project you will work with Trust 
Administration to prepare reports and required documentation 
(outlined below). 

 

TIP The Trust’s Grants Administration 

team are on hand to answer 
questions and help you prepare and 
develop the required documentation. 

Getting started 

If you are awarded an Education grant, you will be required to submit the following documents before starting 
your project. 
 

1. Project Plan 
 

The Project Plan provides a framework for how you will 
deliver your project, monitor progress and manage risk, 
and enables you to determine whether you achieved 
what you set out to do. 

It is a more detailed version of the Project Planning 
section you will have completed as part of your invited 
application  

If your grant is between $5,000 and $20,000 you will 
not be required to complete a Project Plan. 

 2. Project Measures 
 

The Education Program Project Measures spreadsheet 
is a standardised list of indicators or ‘measures’ that are 
used to ‘estimate’ the impact of your project. 
 
You are required to report against your estimated 
measures throughout your project (see ‘During your 
project’ below). 
 

The estimated measures completed as part of your 
invited application would be used to complete this 
spreadsheet. 

   

3. Grant Agreement 
 

The Grant Agreement sets out the terms and conditions 
associated with the grant. 

A copy of the standard Grant Agreement can be found 
on the Trust’s Grants process web page. Note that the 
standard conditions of this agreement will not be 
changed. 

The Trust may also place additional conditions that are 
specific to your project. Your Grants Administrator will 
discuss these conditions with you. 

 4. Tax Invoice 
 

A tax invoice is required for the amount of each 
instalment of your grant, plus GST if applicable. 

Your first instalment will be made when we receive your 
signed Grant Agreement, Project Plan and Project 
Measures. 

During your project 

Grantees are required to prepare and submit progress reports periodically throughout their projects. The 
timeframe for reporting and progress payments will be agreed with your Grants Administrator when the grant is 
awarded, and outlined in your Grant Agreement.  Generally speaking, progress reports are required every 12-15 
months. 
 
The Trust recognises, however, that variations to your project are sometimes inevitable and these can be 
negotiated with your Grants Administrator at any time throughout your project. 
 
A reporting template is available on the Trust website. 
 
Each report allows grantees to provide details on activities, achievements and expenditure. It also provides the 
opportunity to reflect on the implementation and application of the Project Plan and Project Measures. 
 
Each report is reviewed by a representative of the Trust with the relevant technical expertise. If your report 
demonstrates that your project is progressing well, the next instalment of your grant will be authorised by the 
Trust and your Grant Administrator will provide you with feedback from the reviewer. 
  

http://www.environment.nsw.gov.au/grants/monitoringevaluation.htm
http://www.environment.nsw.gov.au/resources/grants/150732-ProMeas-Education.xlsx
http://www.environment.nsw.gov.au/grants/grantsprocess
http://www.environment.nsw.gov.au/grants/monitoringevaluationreporting.htm
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Completing your project 

When your project is complete, grantees are required to submit a final report reflecting on achievements against 
the project’s objectives. A reporting template is available to download from the Trust’s website. 
 
Like progress reports, your final report will be reviewed by a representative of the Trust. Your project will also be 
reviewed by the Trust’s Dissemination Program team, which collaborates with grantees to add value to 
successfully completed grant projects. 
 
Your Grants Administrator will provide you will feedback on your project, and if the requirements of the grant 
agreement have been met, your grant will be formally acquitted. 

General obligations 

Signing the Grant Agreement commits you to fulfilling the following obligations. The standard conditions of this 
Agreement will not be changed at the request of grantees. If your organisation is not willing to sign the agreement 
then you should not submit an EOI. Some key commitments are outlined below: 
 
 Comply with all conditions contained in the Grant Agreement. 

 Provide evidence of appropriate insurance coverage. 

 Start your project within two months of receiving funding. 

 Ensure that all procurement (purchasing) and employment is undertaken in line with your organisation’s 
internal policies and guidelines. Community organisations should follow accepted procurement and 
employment standards and regulatory requirements that are consistent with the expenditure of public funds.  

 Seek prior approval for budget changes greater than 10 per cent (while being aware that project 
administration costs should never be more than 10 per cent of the direct project costs). 

 Seek prior approval from the Trust to alter proposed outputs, objectives or timeframes.  

 Provide progress and final reports in accordance with the Trust’s reporting guidelines. This should also 
include a report on project measures. 

 Include the relevant financial reporting with all progress and/or final reports. 

 Acknowledge the Trust’s support in all promotional material or any public statements about your project. 
Your acknowledgement must include the Trust’s logo in written material. 

 Be prepared for all knowledge gained as part of the grant to be made publicly available whether that be 
publishing the final report or promoting the project via other avenues available to the Trust. 

Privacy 

 We use the information you supply to us for processing and assessing your application. While we do not 
publicly release your application as a matter of policy, we may be required to do so under the Government 
Information (Public Access) Act 2009 or other lawful requirement. 

 The Trust may also disclose information you supply to us for the purpose of evaluating and/or auditing its 
grant programs. If you require strict commercial and/or personal confidentiality, you should address this in 
your application. 

 
More information on the Government Information (Public Access) Act 2009 is available on the website. 

http://www.environment.nsw.gov.au/grants/granteereporting.htm
http://www.environment.nsw.gov.au/grants/dissemination.htm
http://www.legislation.nsw.gov.au/xref/inforce/?xref=Type%3Dact%20AND%20Year%3D2009%20AND%20no%3D52&nohits=y



