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Part 1:  Personnel structure


Part 2:  Applicant eligibility
Many people are eligible to apply for funding through the Environmental Enhancement Fund. They include:

· Individuals.
· Community groups.
· Iwi/hapū.
· Incorporated societies.
· Community trusts.
· Resident and ratepayer groups.
· Landowner groups.
· Educational institutions.
· Businesses and industries.
Eligible groups and individuals must be based within the Bay of Plenty Regional Council’s legal boundaries.

Those ineligible are:
· Central government departments and agencies or city and district councils. (Applications from community groups with these agencies as partners or co-funders are encouraged. However, the lead agency must clearly be the community group). Examples of these groups include: Department of Conservation, Tauranga City Council, Western Bay of Plenty District Council, Whakatāne District Council, 
Ōpōtiki District Council, Kawerau District Council, Rotorua District Council, SCION, 
Ministry of Social Development and Fish and Game.
· Groups not based within the Bay of Plenty Regional Council’s legal boundaries.
· Landcare, Coastcare, Estuary Care and other groups that are funded through other Bay of Plenty Regional Council programmes or central government programmes.
Part 3:  Project eligibility
3.1 Target areas
Projects contributing to the enhancement of one of the following target areas will be prioritised for funding:

· Water quality and its habitats (enhancing our streams, lakes, harbours, estuaries and the surrounding habitats).

· Innovative sustainability actions (action based projects which optimise the use of the natural resources e.g. water, energy).

3.2 We will fund:
· Applications of up to $25,000.

· Groups that encourage and provide appropriate and free public access to the project site.

· Groups that provide a broader environmental gain on the project site.

· Projects/activities within Bay of Plenty Regional Council’s legal boundaries and areas of responsibility.

· Approved items, where environmental enhancement outcomes of the project cannot be achieved without the provision of these as listed in Appendix 1.

· As a guide funding for native plants priced in the range of $2.50 to $4.00 
per plant (native plants only) can be applied for. It is accepted that some projects may require more expensive plants.
· Funding of up to $200 towards cost of catering (not to include alcoholic beverages) at community working days.
3.2.1 Labour costs
· Skilled worker/contractor where specialised approved experience/equipment, as listed in Appendix 1 is required to complete the project; and
· Consultant/project coordinator (to engage the community and ensure project viability) costs of up to 20 percent of the total approved funding. However project consultant/coordinator cost applications in excess of 20 percent will be considered on a needs assessed basis.
· Transport costs, but only up to 10 percent of the total approved funding. 
(Note: Petrol vouchers will not be considered as transport costs). The 
EEF Sub-committee may provide funding above this level, but it will be considered on a case-by-case basis and will depend on other aspects of the project.
· Funding may be provided for project plans where there is clearly associated implementation of the project as part of the application. Where possible project plans will be developed with the assistance of Bay of Plenty Regional Council staff.
3.3 We will not fund:
· Projects receiving funding from other Bay of Plenty Regional Council programmes. (However, aspects of the project not covered under the programme are eligible to apply to the EEF).
· Projects more appropriately funded through other Bay of Plenty 
Regional Council programmes.

· Costs of gaining a resource consent.

· Projects that require resource consent, but have yet to receive one.

· Any works/activities that are required as conditions of a resource consent or as mitigation as part of a resource consent.
· Research projects and studies including feasibility studies, landscaping plans and action plans.

· Projects that result in, or contribute to an organisation/group making commercial gain through the charging of an entry fee.
· Unapproved items as listed in Appendix 2.
· Activities conducted prior to Bay of Plenty Regional Council receiving signed contracts (retrospective funding).

· Labour and transport costs (except as previously stated).
· Landscaping and beautification projects that do not have appropriate environmental outcomes.
Part 4:  Assessment process and funding decisions
4.1 Introduction
Applications to the EEF are assessed through a two-step internal staff process. 
Step one is known as Screening and step two is known as Assessment. Any application that does not meet the requirements of step one, will not proceed to 
step two.
Bay of Plenty Regional Council staff will work with applicants to assist them with their applications to help them meet the Screening criteria where at all possible.

The Assessment stage involves selected technical officers (project officers) from throughout the Council providing feedback on the application and applicant group. Project officers score the application using the Assessment criteria. Often project officers are previously aware of the project or the group and may have advised them on aspects of their application or encouraged them to apply to the EEF. This does not mean that the application will automatically receive funding as everyone needs to be assessed and ranked accordingly.
As part of the assessment each application will be reviewed by Bay of Plenty Regional Council’s consents team and, when appropriate, an archaeological consultant.
4.2 Step one (Screening)
Applicants will be assessed on the following criteria:
· The group and the project location are within the Bay of Plenty.

· The project site has free public access.

· The project is consistent with the aims and purpose of the fund.
· The group agrees to sign a contract with Bay of Plenty Regional Council and to regularly monitor the project and to report its progress.
· The group is committed to completing and maintaining the project.
· The group agrees that Bay of Plenty Regional Council can use the project in promotional material.

· The group is not a government agency or district or city council.

· The project aligns with the Bay of Plenty Regional Council outcomes and key target areas.
4.3 Step two (Assessment)

Applicants will be assessed on the following criteria. The maximum score for each criteria is as stated below:
4.3.1 Environmental enhancement

The extent to which the proposal states that it will directly promote, enhance or protect the Bay of Plenty’s natural environment, for the benefit of present and future generations:

(For the purpose of EEF assessment natural environment is defined as *coast, wetlands, lakes, rivers and their margins, historic (and cultural) heritage features, outstanding natural features and landscapes, indigenous plants, animals and their habitat).

Scoring guide

	Score
	Description

	20
	greatly and directly promotes, enhances or protects a regionally significant environment*.

	16
	greatly and directly promotes, enhances or protects an environment* of district significance or promotes, enhances or protects a regionally significant environment to a limited degree*.

	12
	greatly and directly promotes, enhances or protects a locally significant natural environment* or promotes, enhances or protects an environment* of district significance to a limited degree.

	8
	directly promotes, enhances or protects a locally significant environment*.

	4
	directly promotes, enhances or protects the environment* to a limited degree.

	2
	will have little impact on the environment*.

	0
	will have no impact on the environment*.


4.3.2 Community awareness

The extent to which the proposal states that it will heighten community knowledge, create awareness and promote active involvement in environmental issues:
Scoring guide

	Score
	Description

	10
	potential for a large increase in education/awareness/involvement for a large section of the regional community.

	6
	potential for a large increase in education/awareness/involvement for a small section of the local community or a small increase in awareness/involvement for a large section of the local community.

	2
	potential for a small increase in education/awareness/involvement within the applicant group.

	0
	potential for an increase in education/awareness/involvement for an individual or within an organisation (for example, project coordinator(s) or team within an organisation or an individual in a community group).


4.3.3 Community participation

The extent to which the community is involved and participating in the project:
Scoring guide

	Score
	Description

	10
	will include community/hapū/iwi participation across the region.

	8
	will include community/hapū/iwi participation throughout the district community.

	6
	will include community/hapū/iwi participation throughout the local community.

	4
	will include multiple group participation.

	2
	will include group participation (for example, the applicant group).

	0
	will include individual participation or within an organisation (for example, project coordinator/s or team within an organisation or an individual in a community group).


Please note: Contractors and consultants are not considered a group; periodic detention workers could be considered a group.
4.3.4 Target areas

Projects contributing to the enhancement of one of the following target areas will be prioritised for funding:

· Water quality and its habitats (enhancing our streams, lakes, harbours and estuaries and the surrounding habitats).
· Innovative sustainability actions (action based projects which optimise the use of the natural resources e.g. water, energy).
Scoring guide

	Score
	Description

	10
	contributes greatly to multiple target areas.

	8
	contributes reasonably to multiple target areas.

	6
	contributes greatly to a single target area or to multiple target areas.

	4
	contributes reasonably to a single target area.

	2
	contributes to a single target area.


4.3.5 Innovation

The ability of an activity/project to develop and trial new methods in environmental management:
Scoring guide

	Score
	Description

	5
	is innovative.

	1
	is a tried and true idea.


4.3.6 First time and previously unsuccessful applicants
Scoring guide

	Score
	Description

	2
	is a first time applicant or previously unsuccessful applicant.

	0
	is a previous successful applicant.


4.3.7 History with EEF

Scoring guide

	Score
	Description

	0
	has successfully completed an EEF project previously or they are a first time applicant.

	-2
	has not completed a previous EEF project.

	-4
	has not completed a previous EEF project and/or not maintained their project site.


4.4 Partial funding and therefore viability
At times partial funding of a project is considered for a variety of reasons. To assist with making a more informed decision, project officers assess whether a project is viable with only partial funding. Project officers provide a high, medium or low assessment – high being it is viable with partial funding through to low being that it is unviable with partial funding.

If partial funding is approved, amendments to the project budget may be required in consultation with the project group.

· High – With a significant proportion of the funding this project is viable (minimum 80 percent funding).

· Medium – With a reasonable proportion of funding this project is viable (minimum 65 percent funding).

· Low – With some funding this project is viable (minimum 50 percent funding).
4.5 The application process


















4.6 Payment methods

There are two preferred methods for releasing EEF payments. These are payments in arrears as reimbursement and payments in advance on receipt of a tax invoice.

The method and timing of payment(s) shall be at the discretion of Bay of Plenty Regional Council. Payment of allocated funding from the EEF shall be directly to the bank account of the recipient organisation. The recipient group must provide documentation to confirm the existence of this account (for example, a deposit slip) to the satisfaction of Bay of Plenty Regional Council. Payment shall be made through one of the follow two options.

(a) Payments in arrears, in full or in part, as reimbursement for monies that have been spent on approved work. Bay of Plenty Regional Council, after appropriate enquiry, will release allocated funding directly to the recipient organisation’s bank account on receipt of verified invoices for goods and services purchased and other appropriate documentation.

(b) Advanced partial payment (generally no more than 80 percent of the grant) can be released, directly to the recipient organisation’s bank account upon receipt of an invoice or tax invoice. The recipient is required to verify the expenditure by providing documentation to the satisfaction of Bay of Plenty Regional Council on how the allocation has been spent. This shall be either prior to receiving any further payment, or in the next six monthly progress report. If the payment is the only or final payment of allocated funds the documentation shall be provided in the summary report. Bay of Plenty Regional Council will make appropriate enquiries on the recipient organisation’s expenditure.

In the majority of cases the recipients will be provided with the choice, from the above two methods, of how they wish to receive their funding allocation. However, Bay of Plenty Regional Council will stipulate in the contract if payment shall be in arrears only. This will occur in situations where it is considered appropriate based on an organisation’s track record.
4.7 GST

All applicants are asked to provide their budget GST exclusive. GST is then added to funding allocations for GST registered and non-registered groups. The GST component will be paid to GST registered groups but is not a cost to the fund as 
Bay of Plenty Regional Council is able to claim back on this cost.

Recipient groups are required to provide full details on their bank account, whether or not they are GST registered (and if so their GST number) and the name and contact details for a financial contact person.
4.8 Projects over budget

It is recognised that projects may run over budget due to unforeseen circumstances. When Bay of Plenty Regional Council enters into a contract with a recipient a commitment is made to the project’s implementation. Therefore, if project implementation is jeopardised due to a five percent budget overrun and the EEF project team believes the following conditions apply, then Bay of Plenty 
Regional Council will pay the outstanding amount.
The outstanding amount, for the funding purpose outlined in the contract and signed by both parties, was due to:

· Contractors/consultants charges in excess of their quote;
· Material price increase (not quantity purchased); or

· Extenuating circumstances an example of which would be that during project implementation extra works were required but not accounted for in the application and this threatens the project’s completion (for example, re-piling a heritage building reveals a borer-infested beam that needs replacing).
In addition:

1 The outstanding amount will not exceed five percent of the total funding allocation;
2 The Environmental Enhancement Fund must have available funds; and
3 The extra funding must be approved by the community engagement team leader.
4.9 Project expenditure
For large projects (those over $10,000), recipients are advised to begin to access their allocated grant within one year of the funding being approved. If funds are not accessed after a year, the recipient will be contacted to discuss why their funds have not been accessed. If the recipient does not begin to use the allocated funds within the next year, they will be notified that funds will be withdrawn from the project and re-allocated through the EEF the following year.

Projects can take up to three years to be completed, but work must have started on the project no later than the second year. Recipients are asked to advise the community engagement EEF coordinator of any additional time the project may require to be completed. Usually after three years the recipient will be contacted and if funds are not used, the allocated funds will be re-allocated through the EEF the following year.
For smaller projects (those under $10,000), recipients are advised to access their allocated grant within the 12 months following the approval of the grant. If funds are not accessed after 6 months the recipient will be contacted to discuss why their funds have not been accessed. If the recipient does not begin to use the allocated funds within that year, they will be notified that funds will be withdrawn from the project and re-allocated through the EEF the following year.

Projects are expected to be completed within 12 months of the start date for the project. Recipients are asked to advise the community engagement EEF coordinator of any additional time the project may require to be completed. Usually after two years the recipient will be contacted and if funds are not used, the allocated funds will be re-allocated through the EEF the following year.
Part 5:  2013/2014 Timeframes
The Environmental Enhancement Fund (including He Matapuna Akoranga a Hawea Vercoe Memorial Fund) is open for applications throughout the year pending availability of funds. Applications will be processed within 4-6 weeks of receiving the application.
Part 6:  Promotion and publicity

The Environmental Enhancement Fund may be promoted through a variety of means which may include:
· A publicity flyer;
· Newspaper advertisements;
· Radio advertisements;
· Information and application on the website;
· Word of mouth by Councillors and staff (staff presentations);
· Media releases;
· Story in Backyard (Council newsletter);
· Public meetings;
· Applicant meetings (when appropriate); and
· Other internal opportunities such as roadshows or community open days where staff time allows.

Part 7:  Project officers

7.1 Introduction
A project officer is assigned to each project and recipient group or organisation. Project officers are assigned by the EEF team and approved by the relevant managers. They are Bay of Plenty Regional Council’s staff, including assessment team members. The project officer is assigned to a project based on their area of professional expertise and location. In some instances a project officer may be involved in several projects.

7.2 Roles and responsibilities

A project officer’s role is to provide technical advice and support to the group or organisation carrying out an EEF project. Project officers are the first point of contact for a group or organisation about practically carrying out their project. The extent of support required will vary from project to project. Project officers need to be flexible in how and to what degree (level and quantity) they support a group or organisation. Ultimately, the goal is to work with the funding recipient to successfully complete a project in alignment with the project plan. Any problems encountered regarding the amount of time required by the project officer should be addressed with the community engagement EEF coordinator and the project officer manager. The list of project officers for a particular year will be confirmed by managers in the first instance.

The EEF team provides support to a group for administration queries, contracts, including changes to project plans and budgets, acknowledging the fund and project promotion. If a group or organisation requires assistance to develop interpretation panels or similar, support is available through Council’s Strategic Communications Team.

More specifically the project officer role is outlined below.

· Attending the recipient briefing session (Rotorua, Tauranga, Whakatāne) following funding decisions.

· Being the first point of contact at Bay of Plenty Regional Council for technical matters. It is important for the project officer to be in regular contact with the group(s) and know how they are progressing. Administrative queries can be directed to the community engagement EEF coordinator.

· Confirm/amend project plan and budget with group before project implementation; the plan document is available from the EEF project management database, signed by both parties (project officer and group). Send signed copy to community engagement EEF coordinator when finalised. Please note: any budget changes need to be approved by the community engagement EEF coordinator or community engagement team leader, depending on financial delegation.
· Advise group on contract conditions and specific funding condition requirements and ensure monitoring measurements are entered into.
· Progress reports: The community engagement EEF coordinator sends a request to the group along with a progress report template (optional to use) and an income and expenditure sheet. Project officers will be required to:
(c) Support group to document project progress report if required;
(d) Verify that the information provided by the recipient is a full and accurate account of the project implementation to date;
(e) Request via the community engagement EEF coordinator any additional information for the report; and

(f) Make comments regarding the project’s progress, the group’s implementation of project, problem areas and potential skill shortages.

· Keeping in regular contact with the group undertaking the project. This will need to be initiated by the project officer if the funding recipient does not initiate it.

· Provide regular feedback, documented as appropriate, to the community engagement EEF coordinator. The project officers should establish the most appropriate method of doing this for the project(s) they are involved in.

· Verify funding releases before each payment is made to the group, either reimbursement or in advance, project officers will be required to verify that the work has actually been carried out (for the second payment onwards in the case of payments in advance) or the group is ready to undertake the work and approve payments in writing.

· Assist the community engagement EEF coordinator to prepare an annual monitoring report, by providing relevant and timely information on their projects.

· The role of a project officer should not be onerous because of paperwork. The key thing is that the project management database is kept up to date and the community engagement EEF coordinator is regularly kept informed of how projects are progressing or any issues that arise.
· Project officers are to code time spent with the group against the individual project code e.g. 2007C003 - OP-00006039. Please note the changes to the codes and this is the new coding within Tech1.
· Internal meetings such as recipient briefing sessions should be charged to OP-00001286.

· Meetings relating to funding rounds and project assessment should be charged to OP-00000131.

· Project officers will be rotated to include new staff so that the same staff are not overloaded with projects each year.

Part 8:  Administration databases
The EEF’s databases contain the following information:

· Mailing list of application inquiries.
· Applicant and project details.
· Project evaluation against screening criteria and related comments.
· Project scoring against assessment criteria and related comments.
· Assessment progress tables (generated for reports).
· EEF Sub-committee decisions and related comments.
· Contract details (to generate project contracts).
· Client contact/communication.
· Progress/project completion report summaries.
· Recipient invoices.
For further detail refer to the EEF database user manual.

Appendices

Appendix 1: Approved items

We will fund
· Infrastructure where environmental enhancement outcomes of the project cannot be achieved without the provision of these. Infrastructure items that may be funded include interpretation signs, sand ladders, boardwalks, rails and steps, tracks, composting toilet, rainwater and grey water tanks and culverts, shade-houses and fencing, but these will be considered on a case-by-case basis and will depend on other aspects of the project.

· As a guide plants priced in the range of $2.50 to $4.00 per plant (native plants only) can be applied for. It is accepted that some projects may require more expensive plants.
· Funding of up to $200 towards cost of catering (not to include alcoholic beverages) at community working days.

Approved experience/equipment
· Skilled worker/contractor where specialised experience/equipment including pesticide/herbicide sprayer, chainsaw operator, heavy machinery operator is required to complete the project; and

· Consultant/project coordinator (to engage the community and ensure project viability) costs of up to 20 percent of the total approved funding. However project consultant/coordinator cost applications in excess of 20 percent will be considered on a needs assessed basis.
Appendix 2: Unapproved items

We will not fund
· Capital items including, but not limited to, any type of vehicles, GPS units, garden tools, spray equipment, gazebos, picnic tables, BBQ, recycling sheds and materials and general consumables.

· Infrastructure items including new buildings or significant renovations where it doesn’t link to one of our well-beings, fencing that should be provided under the 
Clean Streams Accord or another agreement, building of roads or bridges. These are general guidelines, but will be considered on a case-by-case basis and will depend on other aspects of the project.
Project Officers (POs)


CE EEF Coordinator.


Various staff as required according to projects funded.


Staff members provide technical advice and support to projects where required. �They are the first port of call in the organisation for the community groups.





Finance Team


CE EEF Coordinator,


CE Team Leader,


Strategic Engagement Manager,


General Manager Strategy.


Coordinate payments to successful community projects.





Project Manager


 Community Engagement - EEF Coordinator.


Review policy and implement ongoing improvements for EEF, liaise with community groups and general public.


Coordinate and process applications, invoicing and administration.


Prepare monitoring reports and provide project officer training and support.





Community Engagement Team Leader


Oversee application approvals.


Report approved applications monthly to General Manager Strategy and 


Strategic Engagement Manager.





General Manager Strategy, Strategic Engagement Manager


Provide strategic input.





Application received.





Application screened using EEF criteria.





Application more suited to be funded through a different Bay of Plenty Regional Council funding programme.





No





Application passes EEF screening criteria.





Yes





Yes





Application passed onto appropriate team for their decision.





Application for EEF funding assessed.





No





Application for EEF funding approved.





Yes





No





Yes





Application for EEF funding declined.





Signed off by Community Engagement Team Leader or Kotahitanga Strategic Engagement Manager and/or General Manager Strategy depending on financial delegation.





Unsuccessful applicant notified and reasons given.





Successful applicant notified and contract drawn up.









