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Before reading this guide 

For further information about the SoS Contestable Grant Program, including eligibility 
criteria, please refer to the SoS Contestable Grant program guidelines. 

How to use this guide 

This guide is designed to provide step by step guidance to help you complete and submit 
your application to the SoS Contestable Grant grants program. 

The application consists of the following parts: 

 

Application 
Form 

 

Attachment 
1 Project 
Budget 
Form 

 

Excel 
Document 

 Attachment 
2 Project 

Site 
Summary 

 

Word 
Document 

 

Attachment 
3 Site Maps 

 
Attachment 

4 Project 
Plan 

 

Word 
Document 

 Attachment 
5 

Support 
Documents 
Attachment

s 

(optional) 

 

The Application Form and Attachments 1, 2 and 4 are available to download from the Trust’s 
website. Attachments 3 and 5 are developed by the applicant.  

 

Supporting information provided in this document include: 

Details on how to prepare supporting documents including site maps – page 16 

Glossary of terms – page 19 

Appendix 1 Measures and Monitoring – page 20 

Appendix 2 Project Risk Management Framework – page 21 

 

Enquiries or questions 

NSW Environmental Trust 

Telephone: 02 8837 6093 

Email:  info@environmentaltrust.nsw.gov.au 

  

http://www.environment.nsw.gov.au/resources/grants/sos-contestable-program-guide-180309
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-budget-180310
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-budget-180310
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-budget-180310
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-site-summary-180313
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-site-summary-180313
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-site-summary-180313
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-plan-180311
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-plan-180311
http://www.environmentaltrust.nsw.gov.au/
http://www.environmentaltrust.nsw.gov.au/
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How do you apply? 

Step 1 

Download and read 
the Program Guidelines 

 

Step 2 

Open the Application Form, rename and save. 

  Save a copy of the Project Budget Form.  

Save a copy of the Project Site Summary form.  

Save a copy of the Project Plan 

 

All forms are available on the on the Trust’s website. 

 

Complete the forms using this application guidance. 

 

 

Step 3 

Email your entire application, including: 

▪ Application Form 

▪ Project Budget Form 

▪ Project Site Summary 

▪ Site Maps 

▪ Project Plan 

▪ Supporting attachments 

 

apply@environmentaltrust.nsw.gov.au 

by 

3pm Monday 13 August 2018 

Late applications will not be accepted 

 Important Information for Step 3 

▪ A maximum of 3 applications can be 
submitted per organisation, of which 2 
may be funded.  

▪ Applications must not be larger than 
10MB. 

▪ Applications must be submitted via 
email. If you are having problems, please 
contact Trust Administration.  

 

Step 4 

The Trust will acknowledge receipt of your email 
within 3 working days. 

 

Within three weeks of the closing date you should 
expect to receive a confirmation email with a 

unique reference number for your Application.  
This reference number should be used in all 

correspondence to and from the Trust 

 TIP for Step 4 

If you have not received 
notification of receipt of your 

email within 3 working days, it is 
your responsibility to contact the 

Trust to ensure that your 
application has been received. 

 

See the Program Guidelines for an overview of the 
assessment and approval process following 

submission of your application. 

http://www.environment.nsw.gov.au/resources/grants/sos-contestable-program-guide-180309
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-form-180312
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-budget-180310
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-site-summary-180313
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-plan-180311
http://www.environmentaltrust.nsw.gov.au/
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-form-180312
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-budget-180310
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-site-summary-180313
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-plan-180311
mailto:apply@environmentaltrust.nsw.gov.au
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-program-guide-180309
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Application form 

About the application form 

The application form is split into nine parts. 

Application form 

Section 1      Project Overview 

Section 2      Project Objectives 

Section 3      Project Management and Partnerships 

Section 4      Project Design 

Section 5      Risk Analysis and Management 

Section 6      Project Budget 

Section 7      Referees and authorisation 

Section 8      Application Evaluation 

Section 9      Submission Details 

 

All applicants should use the step by step guidance provided in this guide when completing 
each section of the Application Form. 

The full assessment criteria used by the TRC, and information on how your application will 
be assessed can be found in the Program Guidelines. 

Important information 

The answer boxes on the Application form are set in size 

and will not expand or allow you to type beyond the boundary of the answer box. 

Section 1- Project overview 

This section of the application form provides an overview of your project. The Trust 
recommends completing this section of the application after all other sections have been 
completed. 

Question 1.1 Project title 

The Project Title will be used to identify your project in all reports, media and promotion.  

Question 1.2 Project summary 

The Project Summary should provide a brief, plain English overview of the objectives, 
activities and proposed outcomes of your project. Consider how well your project fits with the 
SoS program aims and objectives, and how likely it will achieve the planned results. Are all 
critical actions required to secure the target species and/or threatened ecological community 
(TEC) included?  

The Project Summary will be used in promote your project in all reports and media. 

http://www.environment.nsw.gov.au/resources/grants/sos-contestable-program-guide-180309
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Question 1.3 Project context 

1.3.1 Identification of target species or TEC 

Under the Saving our Species program, threatened species have been categorised into 
management streams based on their distribution, ecology, security, and what is known about 
them. Under the SoS Contestable Grants program, the Trust is seeking projects that will 
target landscape-managed species that are likely to benefit from site-based conservation 
actions and Threatened Ecological Communities (TECs). Refer to Appendix 1 in the Grant 
Guidelines for a list of eligible landscape-managed species or TECs. 

Your application must specifically identify the species and / 
or TEC that you intend to target. This may be one or more 
individual landscape-managed species and / or TECs. You 
should also list any other threatened species or population 
that will directly benefit from your project. Do not include 
species or populations where there is no direct, tangible and 
measurable benefit. 

1.3.2 Overview of threats 

In this section you should provide an overview of the key 
threats you intend to address to protect your target 
landscape-managed species / TEC. 

These threats should relate to the landscape-managed 
species toolbox actions, or the TEC conservation project 
management actions or toolbox actions (where a 
conservation project has been developed). If a conservation 
project has not been developed for a TEC, and there are no 
conservation project management actions or toolbox actions 
you should refer to the “Threats” section on the threatened 
entity’s profile page on the OEH website. Only threats 
critically affecting the viability of the TEC at your 
management site(s) should be included. 

1.3.3 Description of project sites 

Site specific information is required for all sites where 
landscape-managed species and TEC project activities will 
be implemented. Refer to pages 7 - 8 of the Grant Guidelines 
for details on project site eligibility. 

Briefly describe the location of you project site(s) and why 
these sites are important for your target species and/or 
TECs. Detailed information on each site should be provided 
in Attachment 2 (Project Site Summary) and Attachment 3 
(Site Maps).

1.3.4 Overview of management actions proposed 

Provide an overview of the on-ground works and management actions proposed to address 
the threats to your target landscape-managed species / TECs. The selection of management 
actions should be guided by the landscape-managed species toolboxes and/or TEC 
conservation projects (where they have been developed). Where no TEC conservation 
projects have been developed, actions must address threats that are critically affecting the 
viability of the TEC at your project site(s). Where available, view the ‘Activities to assist this 
species’ section on the threatened entity’s profile page on the OEH website. 

Tip 

The overriding objective 
of each project must be 
the protection and 
conservation of specific 
threatened species 
and/or TECs, not the 
rehabilitation of a 
particular site. 

Tip 

Remember, your project 
must have the objective 
of securing a viable 
population of the 
species or TEC and so 
all key threats should be 
addressed. 
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Section 2 – Project objectives 

Question 2.1 Key objectives 

What do you hope to achieve by implementing your project? You should describe what 
success would look like at the end of the project, rather than the long-term vision for the 
project site (which may take much longer than the life of the project). Ensure your project 
objectives are consistent with those outlined in the Program Guidelines. 
 
 

The SoS Contestable Grant Program has 3 objectives. 

• Maximising the number of threatened landscape-managed species and threatened 
ecological communities secured in the wild in NSW through strategic investment; 

• Forming long-term partnerships for threatened species conservation; and 

• Supporting cost effective investment and responding to effective monitoring, evaluation 
and reporting. 

 

 

Section 3 – Project management and partnerships 

Question 3.1 Lead organisation 

The applicant must be the lead organisation of the project. You must provide the name of 
that organisation, as well as their Australian Business Number (ABN) if incorporated, postal 
address and website address. The lead applicant will hold primary responsibility for delivery 
of the project. This includes administration and finance requirements, and the performance 
and reporting of your collaborators. 

Question 3.2 Project manager 

The project manager will be the main point of contact for Trust staff. They are responsible for 
day to day management of the project including planning, organising, leading and controlling 
project activities. The project manager should have appropriate skills and experience in 
managing conservation projects as well as the time and resources available to ensure that 
the project objectives can be met. 

Question 3.3: Alternate contact 

An alternate contact for the project must be provided to assist in situations where the project 
manager is not available. This will be someone who can fill the role of the project manager 
when needed and should have a good understanding of the project. 

Question 3.4 Administrator details (if applicable) 

Community groups/organisations may nominate another organisation to administer grant 
funds on their behalf. If your organisation is not incorporated, it is essential to have an 
administrator that is an incorporated not-for-profit organisation or government entity to be 
eligible to apply. 

http://www.environment.nsw.gov.au/resources/grants/sos-contestable-program-guide-180309
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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. 

Question 3.5 Insurance 

It is a condition of your grant that you have adequate insurance cover including public liability 
insurance of $10 million, workers compensation and volunteer insurance. Provide details of 
all the insurances that you currently hold or will need for your project. 

Question 3.6 Related projects or funding 

applications 

Indicate whether the lead organisation or any of the project 
partners have received grant funding at the proposed project 
sites from any funding body including the Environmental 
Trust. You must provide details of each project and their 
status (i.e. on-track, overdue, delayed, acquitted). In 
addition, you should include any pending applications you 
are awaiting the outcome of. If you require information to 
complete this table, the Trust can assist you. 

Question 3.7 Project partners 

Project partners can help leverage time, expertise, material, resources, and reduce 
duplication. You must provide a list of your project partners, their contact details and a brief 
outline of the roles they will play in the 

project. You will also need to provide information regarding how you intend to determine if 
they are delivering on their project responsibilities and what communication methods you will 
use to engage with them.  

All project partners must be actively involved in designing your project; and have, and can 
show, the requisite capabilities and commitment to help deliver your project.  

Written confirmation of their commitment will add weight to your application. 

Question 3.8 Decision making 

In this section you will need to describe the decision making 
processes and procedures that will be adopted with your 
partners. This may include identifying which partners are 
responsible for delivering different elements of the project 
such as the management of specific sites or management 
activities. You should include a broad description of the 
structures you will use for decision making such as 
committee structures, review processes, adaptive 
management processes and so on. 

 

 

 

 

Tip 

Past and current 
performance of 
applicants will be taken 
into consideration 
during the assessment 
process. 

The Trust expects that 
during the first six 
months of the project 
the partners will focus 
upon strengthening 
governance processes 
and procedures (e.g. 
meetings, developing 
MER strategies, project 
planning etc.) These 
aspects need to be 
firmly established and 
agreed upon before full 
on-ground 
implementation of the 
project commences. 
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Question 3.9 Core business 

How does the project differ from your (or your project partners’) core business or business 
as usual? Explain why this project is not core business and how it value adds to core 
business. You should also demonstrate the project is not cost-shifting or replacement 
funding. 

Cost-shifting or replacement funding arises where one individual, group, or government pays 
a smaller share of costs than previously available, resulting in another group paying a larger 
share of costs than before e.g. Trust funds used to pay for an organisation’s statutory or core 
business obligations or business as usual. The funding burden, therefore is shifted to the 
Trust to pay for these types of activities instead of the applicant. 

Question 3.10 Financial governance 

Detail the control systems you will put in place to ensure that project funding will be utilised 
and managed appropriately and not used for cost-shifting to fund proponent or partner 
activities.  

Does your organisation already have financial governance structures and are these backed 
by accurate reporting capabilities? Do you have an audit or review process? 

Question 3.11 Conflicts of interest 

Applicants are required to declare any real, potential or perceived conflict of interest that 
they may be aware of in relation to the awarding of a grant. 

This is particularly relevant where the project is to be carried out by the applicant or a 
contractor closely associated with the applicant, or where the applicant will derive a personal 
benefit from the project. Each situation will be assessed on its merits and environmental 
need, and the governance arrangements in place to manage potential / perceived conflict. 

Question 3.12 Funding allocations 

This section should provide an overview of the distribution of Trust funds to project partners, 
as well as cash and in-kind co-contributions they will provide over the full 7-year life of the 
project. Ensure that the lead applicant is included in this section.  

The information in this section should match the more detailed information you will provide in 
the Project Budget Form (Attachment 1). The sub-totals in the table will provide a total project 
value including Trust funding, and applicant and partner cash and in-kind co-contributions. 

Question 3.13 Contractors and consultants 

Identify any contractors or consultants that you may need to engage to work on the project. 
You will also need to identify how you intend to engage these contractors and what their roles 
and responsibilities will be.  

The Trust requires all grantees to follow NSW Government procurement procedures (links 
below) to ensure conformance with relevant governance and probity standards. This relates 
to all major budget items, such as the purchase of materials, or the engagement of contractors 
or consultants. All contractors (including consultants) must be chosen on their merits and 
ability to effectively deliver the work / materials / services.  

While applicants are encouraged to seek collaboration from other project partners, careful 
consideration is required around any commercial relationships. Applicants are welcome to 
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seek Third Party assistance to develop their project and complete their application, however, 
costs associated with this service cannot be reimbursed using Trust funding. 

Likewise, any Third Party assistance provider involved in the development of the project 
application should not be eligible to tender for contract activities for that project (due to unfair 
advantage). 

Applicants should refer to the Procurement Board Direction 2012-02 which outlines the 
process for engaging consultant, contractors or purchasing items of certain value. As an 
example, for contracts greater than $30,000 over the life of the project, you must secure a 
minimum of three written tenders/quotations. The conditions of tendering should be the 
same for each tenderer on any particular tender process and all tenders must comply with 
the NSW Government Code of Practice for Procurement (2005). 

Question 3.14 Stakeholder identification and communication strategy 

One of the key objectives of this grant program is to form long-term partnerships for threatened 
species conservation. An objective of the SoS program more broadly is to encourage 
community, corporate and government participation in threatened species conservation. 
Maximising stakeholder engagement is important to help meet these objectives. 

This section should identify key stakeholders in your project and describe the communication 
and stakeholder management approaches to be employed in the project. In this section you 
should include strategies that meaningfully engage an appropriate range of people, 
communities and organisations, and highlight how, why and when they will be involved in the 
project. Also consider how you intend to evaluate the effectiveness of suggested 
communication methods. 

Question 3.15 Volunteers, community groups and businesses 

Volunteers, community groups and businesses can add significant value to your project and 
help you reach sections of the community that are sometimes hard to engage. Explain how 
your project will encourage volunteer, community and business participation. 

If you are planning to use / recruit volunteers as part of your project you should outline your 
recruitment strategies, training or support tools and measures by which you will recognise and 
value the contribution (Volunteering NSW can provide guidance) 

Section 4 – Project design 

Question 4.1 Project rationale 

Provide a summary of the conservation need and the tangible environmental benefit of the 
project. Include: 

• A demonstrated need for the project and appropriateness of proposed actions, and 

• A clear explanation of the environmental issues to be addressed. 

Question 4.2 Project approach 

What are the steps you will take to achieve your project objectives and outcomes and 
address the conservation needs of your target landscape-managed species and/or TECs? 
Your project approach should be flexible and allow for adaptive management, however, 
robust enough to ensure objectives are met. 

https://arp.nsw.gov.au/pbd-2012-02-whole-government-contracts
https://www.procurepoint.nsw.gov.au/system/files/documents/code_of_practice_for_procurement_2013_ir_guidelines_0.pdf
http://www.volunteering.com.au/
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Question 4.3 Project design 

In this section, you are required to outline the project design for the 7-year timeframe and 
include details about the targeted threatened species, ecological communities and sites and 
undertake a project risk analysis. 

Question 4.3.1 Management site description (Attachment 2) 

Site specific information is required for all project sites where landscape-managed species 
and/or TEC project activities will be implemented. To complete this section, you will need to 
download from the website the Project Site Summary form (Attachment 2) and complete a 
site management description for each of your proposed project sites. 

As described in the Program Guidelines there are constraints surrounding which project 
sites can be selected for your project.  You will need to identify whether your site is an SoS 
Priority Management Site or an SoS Priority Area under the SoS program for your target 
landscape-managed species/TEC. 
 

 

SoS priority areas 

Mapped areas showing locations where a species or TEC and their habitat are most likely to 
benefit from management. 

SoS priority management sites 

Discrete priority sites identified by a group of experts where site specific conservation 
projects have been developed. 

project site 

The site where you intend to undertake your project 

 

 
Identifying project sites: 

Landscape-managed species: your management sites must be located within in the SoS 
priority areas shown in the SoS Conservation Projects database. Please note that if SoS 
priority management sites are displayed for your target landscape-managed species, then 
conservation actions are already being undertaken at these locations and these sites should 
not be included in your project.  

Range-restricted TECs: where a conservation project is displayed in the SoS Conservation 
Projects database, you may only apply for funds to implement identified SoS management 
actions within the identified SoS priority management sites. Works within these SoS 
priority management sites for range-restricted TECs have not yet been funded and these 
sites are eligible for funding under this grant program. You do not need to implement actions 
at all the SoS priority management sites for your target TECs.  

Widespread TECs: your project sites must be located within in the SoS priority areas if 
these are shown in the SoS Conservation Projects database. 

Where no SoS priority areas or SoS priority management sites have been identified for 
range-restricted or widespread TECs, you can nominate project sites to work on. These new 
management sites must meet the Eligibility Requirements identified in pages 6 – 7 of the 
Program Guidelines. 
 

http://www.environment.nsw.gov.au/resources/grants/sos-contestable-project-site-summary-180313
http://www.environment.nsw.gov.au/topics/animals-and-plants/threatened-species/saving-our-species-program/conservation-projects-database
http://www.environment.nsw.gov.au/topics/animals-and-plants/threatened-species/saving-our-species-program/conservation-projects-database
http://www.environment.nsw.gov.au/topics/animals-and-plants/threatened-species/saving-our-species-program/conservation-projects-database
http://www.environment.nsw.gov.au/topics/animals-and-plants/threatened-species/saving-our-species-program/conservation-projects-database
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If your project site falls within an SoS Priority Area or is a new site, you will need to provide 
justification as to why you chose your particular project site. 
 

 

How to justify the location of your project site 

For a landscape-managed species 

• the project site must have a demonstrated presence of a significant population 

• represent important habitat for the target landscape-managed species. 

For a threatened ecological community 

• the project site must have a demonstrated presence of the targeted TEC  

• must contribute significantly to the TECs statewide security 

• be representative of its NSW diversity with respect to geography, soil, structure, 
function, floristics and/or climate. 

For both landscape-managed species and TECs: 

The selection of your project sites should be based on their contribution to meeting the SoS 
objective (i.e. the threatened entity would benefit from management of the site); relative to 
the:  

• likelihood of success (e.g. considering land tenure, access, feasibility of management) 

• cost (i.e. considering the extent and severity of the threats, the condition of the site). 
 

 
You will need to name the site; if it is an SoS Priority Management Site it will already have 
a name which will be listed on the conservation project page for your target entity; if it is a 
within a SoS Priority Area or it is a new site you will have to name it yourself. Provide an 
address and a general description of the location. 

In Attachment 2 your will need to describe the geographic location of your project. Please 
provide the coordinates for your project location in decimal degrees. You can find these 
using a conventional map or visit Google Maps. Find your project location, right click on the 
map on the project location and in the menu that appears, select what’s here. The 
coordinates will appear in the search box above the map. Copy these coordinates into the 
latitude and longitude spaces provided in the application form.  For example: 

Latitude 33.818577 Longitude 151.006077 

Please specify the local government area (LGA), state electorate. If your project has a 
statewide benefit, write ‘statewide’. This information is required for program reporting 
purposes. 

Details on how to prepare a map for each of your project sites (Attachment 3) are provided 
below in the Supporting Documents section below on page 16. 

Question 4.3.2 Landscape-managed species 

Provide a summary of the landscape-managed species, relevant sites and toolbox actions 
included in this project. Remember, only eligible landscape-managed species should be 
included in this section. Eligible landscape-managed species are those that have been 
identified as likely to benefit from site-based conservation actions and are listed in the 
Appendix 1 of the Program Guidelines.  

You will also need to identify the number of project sites where you will be undertaking 
work and list the number of tool box actions you will be implementing at these sites (you do 

http://www.maps.google.com.au/
http://www.environment.nsw.gov.au/resources/grants/sos-contestable-program-guide-180309
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not need to implement all the toolbox actions that you have selected at every site you are 
proposing to work on). When listing the number of tool box actions, identify the number of 
toolbox actions you will be implementing out of the total number of toolbox actions listed for 
that species. For example, you may be implementing 5 out of a total of 9 listed toolbox 
actions.  

You will also need to identify the conservation status of your target landscape-managed 
species. 

Question 4.3.3 Endangered ecological communities 

Provide a summary of the TECs, relevant sites and conservation project actions included in 
this project. All TECs are eligible for funding under this grant program. 

Step 1: Name your target threatened ecological community. 

Step 2: Select whether you are working at an SoS Priority Management Site, or within an 
SoS Priority Area, or at a new site (i.e. where SoS Priority Management Sites or 
SoS Priority Areas have not been identified). 

Step 3: List how many sites you will be working at for that threatened ecological community. 

Step 4: Where SoS conservation project management actions or an Action toolbox exist for 
your target TEC, list how many of the total number of these actions you will 
implement for that TEC at that site.  

Step 5: Where there are no conservation project management actions displayed or an Action 
‘Toolbox’ is not shown, list how many new actions you will be implementing at that 
site. 

Question 4.3.4 Co-occurring species 

Provide a summary of co-occurring threatened species that 
will have a direct and tangible benefit from the project. Do 
not include species where you can’t demonstrate such a 
benefit. You will not be required to report on these species, 
however, they will assist the Technical Review Committee 
assess and compare value for money of each and between 
projects. 

Question 4.4 Related documents or plans 

Reference all relevant documents relating to your target species, sites and management 
actions. Include references to justify your choice of action or methodology, particularly where 
you are employing specific management techniques or actions, such as pest species control 
or translocation. These may include recovery plans, plans of management, scientific 
literature, best practice guidelines or technical methodologies. 

Question 4.5 Threatened species licences 

It is your responsibility to know what permits and/or licences you need to undertake your 
project lawfully. If your application is successful you will be required to supply the Trust with 
evidence showing you have obtained the relevant permits at the appropriate time. The Trust 
suggests that you contact the Office of Environment and Heritage licencing team on (02) 
9585 6406 for further information and advice. 

Tip 

Remember, there must 
be a direct, tangible 
benefit for the species 
resulting from the 
project, not a general 
habitat enhancement or 
other general benefit. 
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In most cases when working with threatened species in NSW an appropriate licence is 
required. The Trust requires that each partner under this grant program hold appropriate 
licencing in NSW when working with threatened species (e.g. a threatened species licence 
under the Biodiversity Conservation Act 2016). It is the responsibility of the lead organisation 
to ensure that you investigate and obtain appropriate licencing for you and your partners 
before work commences. Contact the Office of Environment and Heritage Licencing Team 
on (02) 9585 6406 if you are unsure of which licences you need to obtain.  

Furthermore, if part of your project involves using wildlife for scientific purposes (including 
research, survey, teaching and environmental studies) you may also need approval from an 
Animal Ethics Committee (AEC) under the Animal Research Act 1985 and the Australian 
Code of Practice for the Care and Use of Animals for Scientific Purposes. The intent of the 
Act is to protect the welfare of animals and is implemented through the requirement that all 
animal research must be approved by an AEC before the work commences. The AEC will 
consider the ethical aspects of the study such as the justification for the survey, the methods 
used and the impact of all procedures on the animals. More information is available on the 
Animal Ethics InfoLink. 

You may also need a permit or licence from the Department of Primary Industries, Crown 
Lands or another agency. 

Question 4.6 Project details (Attachment 4) 

Information relating to the threats you are addressing for your target species and the 
monitoring actions you are undertaking must be entered in the Project Plan (Attachment 4).  

There are two parts within the Project Plan that need to be completed.  

Part 1 relates to threat management. In this section you must: 

• identify each threat you will address, 

• the actions you will undertake to address each threat, 

• the outcomes you are hoping to achieve by undertaking that action, 

• which species and/or TEC the action relates to, 

• which management sites the action will occur, and 

• your projected output measures and the timeframe over which you will be implementing 
your actions. 

Part 2 relates to your monitoring actions for your target species/TECs and their threats. In 
this section you will need to: 

• identify your objectives, or what you are hoping to achieve with your monitoring, 

• identify which species, TEC or threat you are monitoring, 

• list the sites these monitoring methods will be implemented at, 

• identify your monitoring metric, or quantifiable measure that you will use to track and 
assess your progress, 

• provide a detailed description of your monitoring method (s), 

• identify the frequency and time of year you will undertake your monitor activities, 

• identify your long-term target for monitoring will be (what success looks like), and 

• • list who is responsible for each monitoring action. 

 

Refer to Appendix 1 in this document for examples of project outputs when completing your 
Project Plan. 

http://www.environment.nsw.gov.au/licences-and-permits
http://www.environment.nsw.gov.au/wildlifelicences/Faqapplicence.htm
http://www.animalethics.org.au/
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Question 4.7 Long Term Species / Ecological Community Security 

Project activities in Years 5 – 7 

Years 5 - 7 of your project will be solely resourced by the applicant and project partners. By 
this stage of the project you should ideally have transitioned into a maintenance phase. The 
aim of this phase of the project is to plan and consolidate sufficient resources to ensure the 
long-term outcomes of the project. Provide details of the what actions you will take to secure 
the long-term outcomes of the project during this timeframe and how this will be resourced. 

 

Strategies for long-term security 

It is important to provide information on how the project 
outcomes will be maintained beyond the life of the project. 
Maintaining a site is often as important to the overall 
environmental outcomes as conducting a project in the first 
place. How will the project partners secure the project 
outcomes beyond the 7-year project period? 

If works funded through a SoS Contestable grant program 
cannot be completed over the life of a grant (e.g. bush 
regeneration works will often take 10 years or more), or will 
need to be maintained after the life of the grant, then details 
must be provided about how the project outcomes will be 
maintained, and who will carry out the work. 

A land management or conservation agreement over the 
site, or some other form of long-term management 
commitment, may make your application more competitive 
as it provides a stronger commitment to the long-term 
maintenance of the investment. 

Section 5 – Risk analysis and management 

5.1 Risk management review 

Your project design should reflect an adaptive management approach. A requirement of 
the SoS database (managed by OEH) is to develop annual project plans and annual project 
reports that report upon the annual project plans. These tools are provided to assist project 
coordinators make changes to the project when required, for example, in response to new 
information or unforeseen environmental conditions such as wildfire. Adaptive management 
can be greatly assisted by effective risk management during the project planning stage. 
 

Trust Administration and SoS Program support staff can assist you to develop annual project 
plans in the SoS database and the review of any significant changes to projects that result 
from unforeseen circumstances, such as wildfires or floods. Assistance is also available for 
completing annual project reporting in the SoS database. 
 

Risk to project success may result from failure of project governance, changing priorities of 
project partners, extreme weather events, failure of management techniques other site-
based issues, and poor project planning etc. All projects will have a broad range of risks, 
some common, some unique. It is vital that these are identified up front and appropriate 

Tip 

If you have a large 
project, you may 
consider breaking it up 
into smaller stages. This 
may allow you to 
undertake the project at 
a pace that is within 
your organisation’s 
capacity (especially 
your long-term 
maintenance capacity). 
In other words, don’t 
bite off more than you 
can chew! 
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management strategies are developed. Appendix 2 provides guidance on how to complete 
a risk assessment for your project. 

Your proposed project extends across a 7-year time horizon. The Trust recommends that 
when identifying potential risks, that project partners conduct a broad and detailed analysis 
of the types of risks and associated timeframes e.g. cyclical events that potentially could 
occur across such a time horizon. It is important that each project group carefully considers 
one or more appropriate mitigating actions for each. 

As projects progress new risks can emerge, or project partners may identify risks that they 
were not previously aware of. An annual commitment must be made to review the risk 
analysis table (5.2) to ensure that information contained within is current and applicable. You 
should provide details of who will be responsible for coordinating this review and those who 
will be involved in the annual review of your Risk Management Table. 

Question 5.2 Risk analysis table  

List all risks identified for your project in Table 5.2 along with the likelihood, impact and rating 
and a clear explanation of mitigation actions to help prevent their occurrence. Use the Risk 
Management Framework in Appendix 2 for instructions on how to complete the risk 
analysis table. 

Section 6 – Project budget 

Question 6.1 Budget overview 

This section provides a broad overview of your project budget over the life of the project. It 
identifies the amount of Trust funding being requested each year, as well as the applicant 
and project partner financial contributions and in-kind commitments each year. It is 
suggested that this is filled out after completion of the Budget Form found (Attachment 1) 
which provides a detailed budget for the project, costing individual activities or components 
of the project.  

Question 6.2 Detailed budget and expenditure (attachment 1) 

A copy of the budget form can be found in the guidelines and application forms section on 
the website and should be included as Attachment 1. Refer to the Step by step guidance 
tab for detail on how to fill out the budget form.

 

The budget form breaks down the budget into estimated 
yearly totals. It should include all financial and in-kind 
contributions pledged by project partner organisations 
(including your own) toward the project, as well as the 
amount for funding requested from the Trust under the SoS 
Contestable Grant Program each year. 

At least 10% of the project value must be quarantined for monitoring. If this does not 
constitute a cash component of the project budget, the applicant must clearly demonstrate 
capacity and in-kind commitment to undertake the monitoring component of the project. 
Projects that do not adequately show how monitoring will be resources over the life of the 
project will not be funded.

Tip 

Do not include GST in 
any figures 

http://www.environment.nsw.gov.au/resources/grants/sos-contestable-application-budget-180310
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The breakdown of the grant funding by general activity will 
allow the Trust to gain an understanding of the types of 
activities that will be funded by the grant. It will also give a 
broad indication of the division of grant funding between 
project administration and on-ground action. 

If partnership funding has been secured, provide written 
evidence at the time of submitting your application. Written 
confirmation of all financial and in-kind contributions will be 
required to be included with all applications. 

An in-kind contribution is a donation of goods or services, time or expertise, rather than 
cash. It includes goods, use of services and facilities, professional services or expertise in 
the form of staff time, provision of or access to equipment, and/or special materials. Values 
for each item should be calculated using current market rates for goods or materials, 
accurate hourly rates of pay for professional staff services and sensible volunteer valuation. 
Hours estimated for volunteer contribution should also be realistic as they form part of your 
project measures which you will be required to report on if successful in obtaining a grant.

The Trust recognises that there is a cost to grantee 
organisations for managing grant projects. In most cases 
grant recipients absorb these costs as an in-kind contribution 
to the project, however, the Trust can pay some of these 
costs when detailed and justified. Any administration costs 
paid using Trust funds need to be directly related to the 
funded project and not include any ongoing or regular 
administration costs of your organisation. These costs 
cannot exceed 10% of the amount you are requesting from 
the Trust and in most cases, would be significantly less. Your 
administration costs must not include the cost of compiling of 
Trust reports, nor conducting Monitoring and Evaluation 
activities. 

Section 7 – Referees and authorisation 

Question 7.1 Referees 

Please identify two referees to whom we can talk about you and your project, if necessary. 
Referees should be external to your organisation/consortium and able to attest to your 
organisation’s capability to undertake the project, or the merit of the project itself. 

Question 7.2 Authorisation 

This section must be completed and signed by a senior office bearer (i.e. CEO, Chair, etc.) 
with the approval and authority of the organisation submitting the application. 

Section 8 – Application evaluation 

The Trust is interested to receive basic feedback on your experience preparing this SoS 
Partnership Grants Program application. All feedback will be collated to provide overall 
picture and used to assist development of future Environmental Trust documentation. 

Tip 

This information will 
assist the Trust in 
assessing the value of 
its potential investment 
in the project (value for 
money) 

Note 

Trust funding is only for 
4-5 years pf the 7-year 
project 
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Section 9 – Submission details 

Use the checklist to make sure that your application is complete and accurately represents 
your project. 

Supporting documents (attachments) 

Attachments are an important component of your application. However, you should be 
mindful that emailed applications must not be larger than 10MB including all attachments. 

Essential attachments – Maps 

Some of the most essential attachments that you must provide are project maps. Good 
maps demonstrate the location and scope of your project site(s), and assist the Technical 
Review Committee to assess your application.  

The type of maps you provide with your application will depend on the type of project you are 
proposing. The Trust requires that all applicants provide a map showing the project location 
within a regional context (see example on page 17, below). You should also provide a map 
showing the expected layout and areas of activity for your project. The Trust has developed 
a guide to assist you with developing suitable maps. 

 

Important 

Your maps should: 

• Be digitally produced (not hand drawn). 

• Include a title, legend, scale and north arrow. 

• Show the location of the project within the regional and/or state context. 

• Indicate the scale of the project site(s) relevant to your project proposal. 

• Show specific activities and/or work zones where they have already been determined. 
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Examples of suitable project location and site maps 

 

Figure 1 Glen Davis Valley Connection project 

 

Figure 2 Glen Davis Valley Connection project 
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Other (non-essential) attachments 

Depending on the nature of your project, the following attachments may also be beneficial to 
support your application: 

CV extract 

(maximum two pages each) 

CV extracts should only be included for roles key to the 
delivery of your project (e.g. project manager). A 
maximum of two CV extracts should be provided. 

Position descriptions 

(maximum one page each) 

As above, positions description would only be required for 
roles key to the delivery of the project. A maximum of two 
position descriptions should be provided. 

Photos Should be of the project site showing issue to be 
addressed. 

Letters of support Should be from project partners or key stakeholders 
fundamental to the delivery of your project. 

Extract of Management Plan 

(maximum of three pages) 

Important sections from a relevant Management Plan or 
Site Assessment may be appropriate to include to 
strengthen the justification for the project. 

Plan for longer term (staged) projects 

(maximum two pages) 

If your project is just one stage of a multi-stage project, 
please include an overall plan including a brief summary 
of the entire project. 
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Glossary 

  

Activities Significant steps or actions that are needed to produce the identified 
projected outputs. They relate to dates by which specific actions will be 
achieved. They map out the key steps for the project and set dates for 
ensuring the programs objectives are met. 

Aims A statement of what the project is hoping to achieve in the longer term. 

Effectiveness The extent to which the project outcomes are achieved by the 
planning, implementation and evaluation of the project. 

Efficiency The extent to which the project outcomes are achieved at a reasonable 
cost and in reasonable time. 

Evaluation An assessment to determine whether the project resulted in meeting 
the objectives it set out to achieve. From evaluation we can determine 
whether there might be more efficient ways of achieving results. 

Outcomes (results) The outcome is the actual change in the environment or behaviour as a 
result of the project activities. 

Outputs Outputs are activities or products that result from the project. These 
outputs should be able to be measured to determine success. They 
lead to achievement of objectives. Outputs include progress and final 
reports. 

Partners Individuals or organisations that have reached a formal agreement to 
collaborate on a project. They directly contribute to the project with 
time, money and resources, and incur any risks and benefits from it. 

Measures Measures are a standardised list of indicators (with units of measure) 
the Trust uses to report on progress of projects across its programs. 
They show the efficiency and effectiveness with which implemented 
activities contribute to achieving a project’s Environmental and Social 
Outcomes. 

Project measures may be quantitative (numerical: how much did we 
do?) or qualitative (descriptive: names of species?).   

SoS Priority Management 
Site 

Discrete priority sites identified by a group of experts where site 
specific conservation projects have been developed. 

SoS Priority Area Mapped areas showing locations where a species or TEC and their 
habitat are most likely to benefit from management. 

Project site The site where you intend to undertake your project. 

Risk factors Things that could occur and could have a negative effect on the overall 
outcome and long-term sustainability of a project or delivery of a 
certain output. 

Species Conservation 
Project 

Conservation project developed under the SoS program for individual 
species and TECs. 

Stakeholders Are various individuals and groups who have a direct interest in, and 
may be affected by, the project. It is important to involve them early, 
actively and continuously throughout the project, as they have a stake 
in its long-term benefits. 

Tangible Real or physical. 
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Appendices 

Appendix 1 – Measures and monitoring 

Measures 

The table below contains examples of standard measures for outputs completed as part of 
SoS conservation projects.  

Measures relevant to your project will need to be included in the Attachment 4 Project Plan. 

Action Type Measure 

Habitat restoration / rehabilitation No. of hectares restored / rehabilitated 

Weed control No. of hectares controlled 

Ecological burning No. of hectares burnt / treated 

Protective fencing No. of kilometres fenced / Area protected (ha) 

Land secured for conservation No. of hectares secured 

Vegetation plantings No. of plants planted / No. of species planted / 
Area revegetated (ha) / Survival rate of total 
plantings (%) 

Artificial habitat installation No. of artificial habitat units / structures installed 
/ No. of target / terrestrial species recorded 
using artificial habitat 

Project partner engagement No. of partners 

Volunteer engagement No. of person days 

Landholder agreements No. of agreements 

Community events No of events 

Educational materials Amount of educational materials prepared / 
distributed 

Indigenous engagement No. of person days 

Interpretive signs No. of signs 

Student education No. of students / person days 

Species survey No. of hectares surveyed / No. of trap nights 

Targeted research No. of person days involved in research 
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Types of monitoring  

The table below contains basic examples of the types of monitoring and suggested 
measures for monitoring the species or threat response after implementation of 
management actions. Detailed descriptions of monitoring methods will be required in your 
Attachment 4 Project Plan. 

Monitoring method Measures 

Photo-points No. of photo-points 

Transects / quadrats No./ area of transects / quadrats 

Camera / audio traps No. of trap nights 

Pitfall traps No. of trap nights 

Observation No. of hours 

Radio tracking No. of events / number of collars 

Appendix 2 – Project risk management framework 

The project application must include a risk management plan for the project.  

The information below will assist when completing Table 5.2.  

Risk management is the identification, assessment and prioritisation of risks that may impact 
on the successful delivery of the project. Although some risks have the potential to have a 
positive influence, the majority of risks create a degree of uncertainty and can impact on the 
ability to meet the projects objectives. This process requires you to identify risks, determine 
the ‘likelihood’ of those risks occurring, determine the ‘impact’ if those risks occurred and 
identify actions/treatments to mitigate the risk. 

When completing this section, it is important to consider each of your objectives and more 
specifically their associated activities that have been identified in Section 4 of this 
application form.  

The likelihood scale uses ‘certain’, ‘very likely’, ‘likely’, ‘unlikely’ or ‘rare’ to determine the 
probability of a risk occurring. A description of the likelihood scale is provided in the following 
table: 

Likelihood scale  

Certain Almost certain, it will probably occur several times a year 

Likely High probability, it will happen once a year 

Possible Low probability, may still occur 

Unlikely Unlikely, but not impossible 

Rare Highly unlikely, but may still occur in unusual circumstances 

 

The impact scale uses ‘severe’, ‘major’, ‘moderate’, ‘minor’ or ‘insignificant’ to determine the 
consequences if a risk occurred. A description of the impact scale is provided in the following 
table: 
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Impact scale  

Severe Project unviable 

Major High consequence 

Moderate Moderate level consequence 

Minor Minor, or negligible consequences of effects 

Insignificant Of little / no consequence to project viability but worthy of note 

 

Risk evaluation scale 

L
ik

e
lih

o
o

d
 

Certain Medium High High Extreme Extreme 

Likely Medium Medium High High Extreme 

Possible Low Medium Medium High Extreme 

Unlikely Low Medium Medium High High 

Rare Low Low Medium Medium High 

 
Insignificant Minor Moderate Major Severe 

Consequence (Impact) 

 

The last step in the risk assessment process is to identify treatments/actions based on the 
risk evaluation. The treatment/action should reflect the level of risk. Obviously the higher the 
risk evaluation the more priority should be given to ensuring the risk is mitigated. 

Please follow the steps below in completing this section. This section will help you identify 
potential risks associated with your project, rate those risks according to their ‘likelihood’ of 
occurring and their ‘impact’ if they occurred along with ‘treatment/action’ you will implement 
to reduce the risk. 

Step 1 Identify potential risks to your project and complete Step 1 in Table 5.2 If the risk is 
associated with an action in a species conservation project, you should review 
against the likelihood of success score in the database and if inconsistent discuss 
with the project mentor so that the SoS database can be amended as appropriate 

Step 2 Identify the likelihood of each potential risk occurring using the likelihood scale 
provided above and select the appropriate rating in Step 2 in Table 5.2. 

Step 3 Identify the impact of each potential risk using the impact scale provided above and 
select the appropriate rating in Step 3 in Table 5.2. 

Step 4 Identify the level of risk using the risk evaluation scale provided above and select the 
appropriate rating in Step 4 in Table 5.2. 

Step 5 Identify the treatment/action or mitigation option you will implement to reduce and/or 
manage the risk and complete Step 5 in Table 5.2.  


