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1.
How to apply

1. 
Read these guidance notes

Please read these guidance notes in full to find out more about the Enriching Nature programme and make sure that you are eligible to apply for funding.

2. 
Check what types of projects we can support

Applications may be made in support of a number of habitats or species – read these guidance notes thoroughly for additional criteria that you need to be aware of.  

3.
Check where we can support 

We can only support projects in England that are located within ten miles of a licensed and registered landfill site. You can obtain information from the  Environment Agency’s web site by clicking on “What’s in My Backyard”.
4. Check how much funding is available in your region

See section 4 of these guidance notes.

5. You have the option to complete a pre-application summary sheet

You may submit a project outline and one of the Trust’s Project Manager will advise whether or not you are able to submit a full application for funding.

6.
Identify your Contributing Third Party (CTP) provider

See section 5 for more information about the CTP and how much you need to find to unlock SITA Trust funding.

7.
Complete an application form

You can download the form from our web site (www.sitatrust.org.uk), along with a budget and a work plan document (which must be completed) or you can contact our office for a paper copy. Please answer all questions in full.

8.
Enclose additional information

There is a checklist of information to send us at the back of the application form. Applications that do not contain all the required information will be returned.  Please keep additional information to a necessary minimum and provide it to the Trust on A4 pages only.

9.
Post it

We cannot accept applications by fax or email. Please send your application by recorded delivery so that you have proof of postage. Because of the environmental impact, please try to avoid sending couriers to deliver applications to the Trust’s offices. 

When sending your application, please ensure that you put sufficient postage on your envelope.  Failure to do so will significantly delay the delivery of your application and is likely to result in you missing the application deadline and having to wait until the next funding round for your application to be considered.    If you are unsure about how much postage to put on your envelope please go to your local Post Office or visit:  http://sg.royalmail.com/portal/rm/PriceFinder

2.
About the Enriching Nature Programme
2.1  
About SITA Trust 


SITA Trust provides funding through the Government’s Landfill Communities Fund.  The Trust was set up in 1997; since then it has donated over £61M to community and environmental projects across the UK. The Trust receives and distributes Landfill Tax Credit donations from the waste management company, SITA UK.
2.2  
About the Landfill Communities Fund (LCF) 

Companies that operate landfill sites collect a tax for every tonne of waste that goes into one of their sites. A proportion of this tax can be redirected through the Landfill Communities Fund to support community and environmental improvement projects. 
2.3    The Enriching Nature Programme 
The programme was launched in Autumn 2005. It is an ambitious programme that provides funding to conserve species and habitats that have been identified as priorities at local, regional and/or national level. 
The Enriching Nature programme has been developed by SITA Trust, in partnership with the nine Regional Biodiversity Fora in England.
Due to the complex nature of biodiversity funding, a Project Assessment Panel (PAP) has been set up in each region, which receives and reviews applications and makes recommendations, which are then passed to the SITA Trust board for consideration.  PAPs are made up of a range of biodiversity specialists from each region.  A Project Manager from SITA Trust is also present at each panel meeting, who will brief the PAP on the findings of the assessment visit, as well as confirming that the projects comply with the regulations of the Landfill Communities Fund. 
Whether the focus is on species or habitats, applications to the Enriching Nature programme must be focused on physical improvements at identified sites within ten miles of a licensed landfill site in England. Projects involving research, survey and monitoring work can also be funded, but only where there is a clear intention, and a reasonable likelihood, that this work will lead to physical improvements.  
The main aim of the programme is to support new projects; however, existing projects will be supported where they deliver significant benefits for biodiversity.

2.4 
Details of the two funds available
Large Fund – you can apply for up to £175,000 (incl. VAT if this can not be recovered).

These projects must help to achieve both national and regional biodiversity targets and actions for UK habitats or species. The Trust should be a major funder of the project for which you are applying.
Small Fund – you can apply for up to £25,000 (incl. VAT if this can not be recovered).
This fund will support smaller projects that will ideally also help to achieve national and regional biodiversity targets and actions, though local priorities will also be considered and judged on a case-by-case basis. We will accept applications for projects of £25,000 but we also welcome projects with a lower value.

2.5  
Which parts of the country can receive funding?

SITA Trust only supports projects in England, and in locations that are within 10 miles of a licensed and registered landfill site.  You can check whether your project qualifies by either going to SITA Trust’s web site: www.sitatrust.our.uk/apply/nature/landfill; or by viewing the Environment Agency’s website, clicking on “What’s in My Backyard”.
If your project involves marine habitats or species, please contact us to discuss, as there is a degree of flexibility when considering such projects.
Enriching Nature does not provide funding for projects in Wales, as the vast majority of SITA Trust’s landfill tax funding is generated in England. In the Tayside region of Scotland, the Trust provides funding for biodiversity projects through the Perth & Kinross Quality of Life Trust, which has a separate application process.  For more information about applying in Tayside, call Serge Merone at the Perth & Kinross Quality of Life Trust on 0845 605 2000 or visit .  The name of the fund is the SITA/Tayside Biodiversity ActionFund.

3.
Is my project eligible?

3.1
Who can apply for Funding from the Enriching Nature Programme?

Environmental organisations, voluntary organisations, charities, not-for-profit organisations, community groups, Local Authorities and Governmental bodies can apply.
3.2  
What types of projects can be funded through the Enriching Nature Programme?

The focus of the work must be on carrying out physical improvements to benefit priority species or habitats at identified sites.
Examples include:

· The re-creation of a Biodiversity Action Plan (BAP) listed habitat

· Restoration / improvements to a BAP listed habitat

· Physical conservation of a BAP listed habitat 

· Projects to expand the range/population of a BAP species 

· Surveying / monitoring / on-site research/ into a BAP species or habitat at a specified site or sites (providing this leads to on-site physical conservation work)

Please note:

Single habitat or species – an application’s key focus must be a single species or habitat. However, it is recognised that this will sometimes involve work relating to additional species/habitats in support of the primary species/habitat  If this approach forms part of a project proposal, an ecological rationale for work on additional species/habitats must be put forward in the application. Please note that we will not consider projects that simply involve undertaking a range of general improvements/maintenance work to a site.  
Multi-Site applications – an application involving work on more than one site is allowed, but the focus habitat or species being supported must be the same for each of the sites.  Please clearly detail ecological links between the sites.
Research/Monitoring/Survey projects – there must be a clear intent to implement practical conservation work using the results of these activities.

3.3    Pre-Application Summary Sheet
You have the option to find out if your project is eligible by completing a pre-application form.  This is available from the SITA Trust web site: www.sitatrust.org.uk/apply/nature/nature_application
Project Managers will review your pre-application form and let you know whether you should proceed to an application.  We aim to respond within two weeks. You may also call us to talk through your project.
3.4   What cannot be funded through the Enriching Nature Programme? 

· Projects to discover the distribution of a species or habitat across an unspecified area cannot be funded. However, if the application is for a number of individually contained sites or an ecologically defined area, these can sometimes be considered – please seek advice from SITA Trust

· Advice and support to business with the aim of managing land to improve biodiversity

· Providing land management advice to landowners, for example, to take up agri-environmental scheme opportunities/funding

· Liaison with landowners to identify future works for biodiversity improvement on their land


· General surveys and questionnaires 

· Funding for work that has already taken place.  This includes any work involved in the preparation of an application carried out by either the applicant, or a third party, e.g. legal services, planning, consultations, etc.
· The purchase of land
  

· Projects where the primary intent is education

· Costs that cannot be directly attributed to the physical delivery of the project
3.5   Strengthening your application

Part of the assessment process involves scoring an application against a number of criteria. Your application will be considerably stronger if you can satisfy some or all of the following. These points are of particular relevance to larger projects, although we also ask applicants for smaller projects to consider how their project meets some of these objectives.



Does the project:

· Make a demonstrable contribution to the achievement of national, regional and local biodiversity targets. Please demonstrate using percentages. 

· Focus on a species or habitat for which the region is important in a national context.

· Support the development of an ecological network.  Some regions have identified core biodiversity areas, biodiversity conservation, enhancement and creation areas where the priority is to link (corridors or stepping stones), buffer and extend existing sites of high biodiversity value. 

· Contribute to key objectives within the regional biodiversity strategy, where available.

· Demonstrate effective partnership working where this is beneficial or adds value to the overall objectives.

· Places an emphasis on the delivery of high quality biodiversity outputs, and can demonstrate that all costs are justified and clearly attributable to the physical delivery of the project.

· Demonstrate wider support for the project through part-funding or resources in-kind from within the community or from other sources.  N.B. If there are genuine reasons why such support is inappropriate, the applicant will not be penalised.
· Demonstrate how the benefits of the project will be sustained once the initial project funding has been invested.  This will include ensuring that the project can be managed and maintained and that funding is available to cover associated costs.
· Include details of how achievements and targets will be recorded.

· Show clearly that your management approach is the most appropriate and cost-effective for achieving the conservation aims of the project, i.e. are you proposing to follow a best practice model? 

· Where it’s appropriate, demonstrate evidence of community involvement and benefits.
3.6
Important Points to be Aware of

· We are able to provide funding towards the direct costs of project workers who carry out practical work on identified sites.  The direct costs that we will fund are the proportion of an employee’s salary, employer’s N.I. contribution, and employer’s pension costs that can be directly attributed to the physical delivery of the project. The daily rate for a member of staff working on the practical delivery of a project supported by us is calculated by totalling the annual salary, N.I. and pension costs, and then dividing by 260. 

· If your application includes staff costs, we will need a job description that includes the full time equivalent costs of the post(s), a breakdown of the time that will be spent on project related activities, and a breakdown of tasks identifying the percentage of time that will be spent carrying out each task.  See example job description at the end of these notes and please follow this format.

· If a project is taking place on land that is not owned by the applicant, we will need copies of the management agreement that confirms the applicant has permission to carry out and, where appropriate, maintain the improvement work. Evidence that an appropriate tenure agreement has been reached with the landowner will also be required (ideally 10 years).

· Multi-Site applications – an application for work on more than one site is allowed, but the focus habitat or species being supported must be the same for each of the sites. A site plan and a map showing the project site in its wider geographical context should also be provided with sites clearly marked.

· The maximum length of project that we will consider is three years.

· You should refer to national and regional strategies, priorities and targets (where applicable) and local biodiversity action plans when preparing your application. We strongly advise you to contact your Regional Biodiversity Co-ordinator and Local Biodiversity Action Plan Manager to discuss your project and to ensure it meets with relevant objectives.

· SITA Trust requires that the vast majority of its funding is used on the physical, on-site delivery of a project rather than for off-site elements such as general management, overhead costs, education, provision of interpretation boards, etc.  SITA Trust will consider the inclusion of such costs up to level of around 10%, however you must provide a full breakdown of those costs and clearly demonstrate how they are directly attributable to the physical delivery of the project.  At the assessment stage SITA Trust will confirm eligibility of all elements of the budget with the applicant. 

· Enriching Nature projects do not have a requirement to provide public access. However, if there is none, please make it clear why public access is not appropriate or available.

· Under the regulations of the Landfill Communities Fund, the residual value of capital items purchased using Landfill Tax credits must be retained within the Scheme after project completion. Therefore, if your project involves the purchase of capital items (such as computers, vehicles etc), once the project has completed, their residual value must be returned to SITA Trust. However, at the discretion of the Trust, the capital items may be allowed to be retained by the project if the applicant can prove that they will continue to be used for activities that comply with the regulations of the Landfill Communities Fund. 

4.
Funding available in each region

4.1
How much funding is available in each region?

SITA Trust allocates £500,000 p.a. for the support of projects in each region.  How quickly that money is spent depends on the recommendations from each Project Assessment Panel and which projects the SITA Trust Board subsequently approve. Applicants need to take this into consideration when they submit applications, because when a region’s annual allocation has been committed, no more funding can be awarded to projects in that region until the next allocation of funding is available. If a region’s annual allocation is used up early, applicants will need to hold their applications until funds are available. 
Within two days of each Board meeting, information regarding the balance of funds remaining in each region will be placed on our website – www.sitatrust.org.uk  
4.2 How many times can you apply to SITA Trust?

Applicants can only apply for funds for the same site or project once in any three year period, regardless of whether it’s an application to the Enriching Nature fund or the Enhancing Communities fund. The 3-year period is calculated from the date a project funding agreement is signed; e.g. if a project funding agreement is signed 17/06/08, the earliest an application for further projects on that site could be considered would be the Board meeting following 17/06/11.  In the case of a project being rejected by the Board, applicants need wait for12 months before re-submitting the same (or modified) project. 
5.
Financial information

5.1 
Budget Guidance
Please complete the SITA Trust Budget and Work Plan document that are available to download at www.sitatrust.org.uk. There are guidance notes within the document to help you complete it. 
5.2 
Best Value

If an outside contractor is to carry out work, please ensure you obtain three quotations and include these with the application form. Explain why your approach is the most cost effective. Also, please explain if you are unable to obtain three quotations (this may, for example, be the case for certain types of specialised work).
5.3  
Staff Costs

When including salary costs, identify separately the total salary, employer’s national insurance, and the employer’s pension contributions, and the proportion to be paid by SITA Trust.
If you are applying for a salaried post, please include the job description (using the pro-forma at the end of these guidance notes).
The salary costs that you are applying for must be based on the actual salary that will be paid to the job-holder. Other directly attributable costs must be identified separately within the budget. 
5.4 
Guidance on Overhead Costs


The focus of the project has to be on delivering biodiversity improvements through research, monitoring, or physical improvements on specific sites. Therefore, SITA Trust will only fund general management and overhead costs that are directly attributable to the physical delivery of the project. Applications must clearly show how all such costs applied for are directly attributable to the physical delivery of the project. Therefore, the inclusion of general terms such as “project management” or “overhead” costs will not be accepted.  Applications will need to clearly demonstrate how any off-site costs are directly attributable to the physical delivery of the project.

5.5  
VAT 

Some applicants may be able to recover VAT (this may include council applications and charities) if funding from the Trust is spent on certain works. 
If your application includes VAT, and at a later date the VAT is recovered, the Trust must be notified and the money must either be: returned to the Trust or spent on an agreed additional (and compliant within the rules of the Landfill Communities Fund) element of the project.  In either case you need to confirm with your Project Manager which route to take.
If you are sure that VAT is recoverable for your project, do not include VAT in your application budget.
5.6  
Contributing Third Party Payment (CTP)


Before the Trust can release funding for your project we need to receive a payment called the Contributing Third Party Payment. This payment is unique to the Landfill Communities Fund, so it’s important to read on to understand what the CTP is and why we ask for it. 
What is the CTP Payment?

If you apply to SITA Trust for, for example, £20,000 and your application is successful, you will receive £20,000 from SITA Trust.  The CTP payment must be provided to release this money.  You shouldn’t either add or take away the value of the CTP payment from the amount you are applying to SITA Trust for.  If you want to apply for £20,000 and you are successful, this is the amount of funding you will receive to carry out the work; the CTP payment merely acts as the mechanism to release the funding from SITA Trust.
Why?

Under the Landfill Communities Fund scheme rules SITA UK can contribute some of the landfill tax it collects to the Trust, and reclaim most (but not all) of this contribution as a tax credit. We also have to pay the scheme regulator a fee and incur other minor costs. 
To make up the shortfall, SITA UK requires that 11% of the money provided is recovered from third parties. We call this element the Contributing Third Party (CTP) payment and we ask recipients of funds to provide it on a project by project basis.
LCF money cannot be used to provide the CTP so it must be raised from other sources. The CTP is paid to SITA UK and not SITA Trust but neither SITA UK nor SITA Trust will benefit financially. 
For details of how to calculate the CTP amount that would be applied to a specific amount of funding please visit the SITA Trust website (www.sitatrust.org.uk/apply/calculator)
It is important to note that the CTP must not be received from a person or organisation that has exclusive benefit from the project being funded.  CTPs might come from:
· Your organisation

· Donations from the community 

· Donation from an individual 

· Award from County Councils, Borough Councils, Parish Councils

· ‘Friends of’ – i.e. supporters of a project

· Local businesses

· Grants and other awards  
We appreciate that the CTP is an unusual rule and difficult to understand, so if you require further explanation please speak to the Project Manager for your area. If you have not, at this stage, identified a third party funder, please be assured that this will not affect the Board’s decision on whether or not to fund your project. However, please note that we do expect projects to begin within six months of funding being approved and that the Trust requires a CTP payment before the project can start.  To ensure that we can release funding quickly we ask that a CTP provider is identified as soon as possible.  Please try to identify your provider at the application stage.

6.
Other important information

6.1  
Environmental Bodies & Registering Your Project

A requirement of the Landfill Communities Fund is that a registered Environmental Body (EB) oversees the transfer of funds and monitors the progress of a project.  SITA Trust acts as the Environmental Body for all the projects it supports, and if your application is successful, we will register your project with ENTRUST, the LCF regulator.  

6.2
Describing your project 

The description, in question 3.1 of the application form, should focus on the specific project for which you are applying to the Trust, setting out clearly what you are seeking funding for.
Include reference to how the project links to, and helps to meet, the national and regional biodiversity targets and actions, timeframe, project sites and the nature of the work you are carrying out.
It is important that you explain how your project meets the application criteria listed in section three of the application form and more specifically 3.5 of the guidance notes. This will strengthen your application.  We ask that applicants keep this as succinct as possible.
Please note that while supplementary information will be used as part of the assessment carried out by a Project Manager, the SITA Trust Board will only usually see a copy of the application form, so please include all the relevant information in your description.  
6.3 
Guidance on completing question 3.7 of the application form    

EXAMPLE – how to complete this table in the application form:
	
	Habitat/ Species for this project
	Which UKBAP, RBAP, LBAP Target(s) does this meet? List the name and section of the relevant plan(s) that this target meets.
	Please quantify the contribution the project will make to this target?

	National
	Sand Dune
	National Habitat Action Plan (HAP) for coastal sand dunes

Seek opportunities to restore sand dune habitat with a target figure of up to 1000 hectares to be reinstated by 2010.
	Contribution 0.2%

	Regional
	
	Regional Target, relating to sand dune habitat 

Secure favourable management of degraded dune grassland and restoration of 40 hectares of dune vegetation lost to erosion or other land use by 2010
	Contribution 5%

	Local
	
	Local BAP sand dunes

Create 2 hectares of new dune habitat
	Contribution 100%



6.4
The Lead Partner is listed in the relevant Biodiversity Action Plan.

If you cannot provide a letter of endorsement it may prejudice your application as you will need to demonstrate that the Lead Partner has been consulted over the project.  

6.5 
Environmental Guidelines
SITA Trust encourages the use of environmentally sustainable products and materials wherever possible in all of the projects it supports.
Applicants should seek to reduce waste, re-use and recycle and to explore the use of recycled and reclaimed products and materials wherever possible. Applicants can refer to the Trust’s Green Guide for further advice; it is available to download at www.sitatrust.org.uk
Other initiatives within the scope of the project that support sustainable practices are encouraged wherever possible.
7.
Biodiversity information

7.1  
UKBAP Web Sites 

To find out which English Governmental region your project is in and see information about your Regional Biodiversity Forum, click on:
North East

www.nebiodiversity.org.uk

Yorkshire

www.yhbf.org

North West

www.biodiversitynw.org.uk

West Midlands
www.wmbp.org

East of England
www.eastspace.net/biodiversity 

London

www.lbp.org.uk

South West

www.swbiodiversity.org.uk
South East

www.sebiodiversity.org.uk 
East Midlands
www.emra.gov.uk/publications/documents/EMBS_ConsDraft Oct04.pdf
7.2  
Biodiversity Co-ordinators Information 
It would be beneficial to talk through your application with your regional biodiversity co-ordinator, they can advise you on your local/regional BAP strategy priorities.  Contact details are below: 

	North East
	Nick Brodin
	nick.brodin@nebiodiversity.org.uk

	North West
	Amanda Wright
	amanda.wright@naturalengland.org.uk

	Yorks. & Humb.
	Paul Evans
	Paul.Evans@naturalengland.org.uk

	East of England
	Catherine Weightman
	catherineweightman@eeda.org.uk

	East Midlands
	Warren Priest
	warren.priest@emra.gov.uk

	West Midlands
	Jeff Edwards
	jeff.edwards@naturalengland.org.uk

	London
	Nick White
	nwhite@lbp.org.uk

	South East
	Tom Butterworth
	tom.butterworth@naturalengland.org.uk

	South West
	Naomi Brookes
	naomi.brookes@swwt.org.uk


8.
When to apply

8.1
Application form Deadlines 

Completed application forms must be submitted to the Trust on or before the relevant published deadlines, details of which can be found on the Trust website www.sitatrust.org.uk or by calling (01454) 262910. Following an initial assessment to ensure that applications are compliant with the regulations of the Landfill Communities Fund, applicants will be contacted by a SITA Trust Project Manager who will arrange an assessment visit, usually at the project site.  All assessed projects will then be considered by the relevant Project Assessment Panel ahead of the SITA Trust Board Meeting.  
8.2  
How to submit your application
All applicants must send one signed copy of the completed application form using the Royal Mail’s Recorded Delivery Service. In support of this, each applicant should send appropriate material such as key maps, site plans, relevant extracts of management plans etc and for these we do insist on seven copies of each being sent. However, please only send one copy each of company accounts.  If you are sending general background material please ensure that it is relevant to the application.
Please note that we will not accept applications by fax or email. This is because of the volume of applications we receive.  We ask that applications are sent using the recorded delivery service, thus providing proof that an application was sent before the deadline.  We also try to deter applicants from sending applications via courier, due to the environmental impact caused by these additional journeys.  
We will acknowledge receipt of your application within three days.  We ask that you only call to check that your application has been received if you do not receive an acknowledgement letter within three days.
9.
What happens next?

9.1  
Project Assessment

Before your application goes to the Board, you will be contacted by one of the Trust’s Project Managers who will arrange a meeting, usually at the project location, to discuss the detail of the application. This will form the basis of an application assessment report by the SITA Trust Project Manager which is submitted to the Trust Board with your application form.  Because of the large number of assessment visits that need to be undertaken, the Project Manager will only be able to offer one or two dates.  
The Trust’s Finance Manager may contact you in order to seek additional financial information about your project or organisation.
Your application will also be forwarded to all members of the relevant Regional Biodiversity Forum’s (RBF) Project Assessment Panel, who will scrutinise all applications and make recommendations to the SITA Trust Board.
9.2  
How the panel is comprised

Each Regional Biodiversity Forum has established a Project Assessment Panel made up from a pool of 10 RBF volunteers, plus a SITA Trust Project Manager.
These representatives have knowledge of the region, awareness of priorities and project experience. The panel is likely to include representatives from statutory and non-statutory conservation bodies, a regional organisation (Regional Development Agency, Regional Assembly or Government Office) a Local Biodiversity Action Plan Partnership and SITA Trust. 
The group will be reviewed annually and procedures are in place to ensure there are no conflicts of interest for members of the panel.  
9.3  
Following the Board Meeting
SITA Trust’s project managers will notify applicants, in writing, whether or not their application has been successful within two weeks of a Board meeting.  We cannot provide results over the phone.  Successful applicants will, at this point, receive a pack of information that sets out the steps now required to progress the project. A Project Manager will follow this up by making contact and talking this through in more detail.  Included in the successful applicant pack is a CD that contains information about how to acknowledge funding from SITA Trust.
Please note that unsuccessful projects cannot be re-submitted to the Board for 12 months.

9.4  
Project Delivery Plans

If funding has been approved, applicants are asked to sign up to a Project Delivery Plan. This is essentially an agreement between the Trust and the applicant that certain arrangements and requirements will be met. The Project Delivery Plan includes: 
· Project Timetable

· Work Schedule

· Payment Schedule

· Reporting Schedule

· PR Plan

· Identifying predicted project outputs and outcomes
The smaller environmental project should not be daunted by the need for a project delivery plan. Small value and relatively straightforward projects will only need to provide basic essential information.  Project Managers are on-hand to help.
All projects require a Funding Agreement, which is drawn up by the Trust. This is signed by both parties (Trust and applicant) and is a legally binding agreement. 

9.5 Registering with BARS

Projects funded through Enriching Nature must record actions and outputs against Biodiversity Action Plans through the Biodiversity Action Reporting System (BARS) 

BARS is an on-line information system that supports the planning, monitoring and reporting requirements of national and local Biodiversity Action Plans (BAPs). It is important that SITA Trust is able to measure the achievements of funds distributed through the Enriching Nature programme towards the delivery of biodiversity targets.

As soon as you know that your project has been supported by the Trust it must be registered with BARS as a stand-alone project or within the relevant Biodiversity Action Plan. We strongly recommend that applicants contact their LBAP Coordinator at an early stage in order to ensure that the information to be reported conforms with the requirements of the local reporting structure.

Please include your SITA Trust project manager as a "support role" contact. If you have any queries about BARS please log on to www.ukbap-reporting.org.uk and use the "contact" facility to ask any questions. We will not be able to sign Funding Agreements or give the project the go-ahead to start until we have received confirmation that the project has been registered with BARS.
9.6 
Project Start

All of the requirements for funding, including receipt of the Contributing Third Party payment (see useful information below) must be met before a project can start and funds released. 
N.B. Any project that fails to start within six months of the date of the offer letter from the Trust, will have its offer of support reviewed. At this point the Trust reserves the right to either rescind the funding offer or set a revised deadline (usually three months) for the project to begin. 
10.
Contact details 

SITA Trust 

The Barn 

Brinkmarsh Lane

Falfield 

South Gloucestershire

GL12 8PT

Tel: (01454) 262910

Fax: (01454) 269090 
Website: www.sitatrust.org.uk

Email: sita.trust@sita.co.uk 

Contact one of our project managers:

North Region

Anna Halton: (01454) 262914 anna.halton@sita.co.uk 
South Region

Rachael Fickweiler: (01454) 262919 rachael.fickweiler@sita.co.uk
East Region

Sophie Bennett: (01454) 262916 sophie.bennett@sita.co.uk 


West Region

Claire Rodger: (01454) 262918 claire.rodger@sita.co.uk
Alternatively our project Co-ordinator Hannah Mingo can help with any enquiry: Hannah Mingo: (01454) 262941 hannah.mingo@sita.co.uk 
Use of your Information

Thank you for your enquiry. You have a right to know how we, SITA Trust Limited, will use your personal information. We will use your personal information to deal with and process your enquiry.
If you apply for funding we will use your personal information to consider and deal with that application. We may disclose your personal information to third parties for that purpose. If we enter into a Funding Agreement with you, you will see from the Funding Agreement how we will agree to then deal with personal information.  
We may use your personal information for marketing activities to include sending you information about our events, campaigns and/or services and those of associated organisations. We may also disclose your personal information to our associated organisations (including the SITA Group) who may use it for such activities. You can ask us to stop contacting you or giving your details for any such purposes.

11.
Appendices 

If you are applying to SITA Trust for funding of a post or posts, please attach to your application form a Job Description for each post.  

The Job Description should provide an outline of the role and detail the main tasks, proposed funder, and a breakdown of the percentage time spent on each part of the job role. 
Please use the following format:

	Post Title:      
Duration of Post:      
Total Number of Hours per week:      
Hours per week attributable to project:
	Annual Salary:      
Employers National Insurance:      
Employers Pension Contribution:      
Annual Full Time Cost:      

	Brief Description of role:      
	

	MAIN TASKS
	PROPOSED FUNDER
	% OF TIME

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Example Job Description:  

	Post Title: Heathland Restoration Project Officer

Duration of Post:  3 years 

Number of Hours per week:  5 days/37.5 hours per week     

Hours attributable to project:  3 days/22.5 hours per week        

Annual full time salary: £25,000

Annual full time employers national insurance contribution: £2,500

Annual full time employers pension contribution: £1,250

Annual full time equivalent cost of post: £28,750 (£25,000 + £2,500 + £1,250)

Annual costs attributable to project: £17,250 (£28,750  divided by 37.5 x 22.5) 

	Brief Description of role: The officer will carry out practical management work to restore heathland at xx location. The person will be responsible for bracken and gorse management, removal of invasive species and supervising volunteers on site.  In addition a monitoring programme will be carried out and data collected on the outputs from the project will be recorded on BARS

	MAIN TASKS
	PROPOSED FUNDER
	% OF TIME

	Carry out & oversee on site practical conservation management:  including: bracken and gorse management, grass cutting, heathland restoration, ditch clearing, hedge laying, ragwort removal.
	SITA Trust Enriching Nature Programme
	65%

	Monitoring & Survey work: Carry out on site monitoring programme for both the restoration/recreation work on the site, along with key indicators.  This may include supervising and carrying out surveys to standard methodologies, producing final data and maps
	SITA Trust Enriching Nature Programme
	10%

	Training of volunteers on site: Train volunteer groups on practical conservation management in compliance with Health and Safety requirements on the site
	SITA Trust Enriching Nature Programme
	10%

	Data Handling: Feed data collected into BARS and the Local Records Centre
	SITA Trust Enriching Nature Programme
	5%

	Recruitment and general management of volunteers:  This will involve recruitment and administration of volunteers’ time
	SITA Trust Enriching Nature Programme
	2%

	Coordinating Steering Group Coordinate the work of the Heathland Management Steering Group
	SITA Trust Enriching Nature Programme
	3%

	Holding Awareness sessions in community 4 sessions per year 
	SITA Trust Enriching Nature Programme
	5%
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