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WORKPLACE ACTIVE TRAVEL INFRASTRUCTURE GRANT FUND
Guidance for Applicants – 2026/27
For quick answers to common questions, see the accompanying FAQ document

1. Introduction
This guidance is designed to support you in submitting a grant application to deliver active travel infrastructure projects at your workplace(s), as part of the People and Place behaviour change programme. 
The document sets out:
· the purpose of the fund
· who can apply
· what can be funded
· match funding expectations
· how applications will be assessed
· key dates and next steps
Applicants are encouraged to read this guidance in full before submitting an application.

2. Purpose of the Fund
HITRANS has been awarded grant funding from Transport Scotland in 2026/27 to deliver projects across the Regional Transport Partnership (RTP) area that support and encourage modal shift towards active and sustainable travel.
The Workplace Active Travel Infrastructure Grant sits within the People and Place Behaviour Change Programme (Theme 2: Workplaces) and supports the delivery of HITRANS’ 5-year Active and Sustainable Travel Behaviour Change Strategy. The strategy shares HITRANS vision to increase the number of people choosing walking, wheeling and cycling for short and multi modal journeys and sustainable transport for longer journeys across Argyll and Bute, Western Isles, the Orkney Islands, Highland, Moray and the parts of the Cairngorms and Loch Lomond & The Trossachs National Parks within these local authority areas
Our Vision
Our transport networks and services will act to realise the economic potential of our region through reducing the actual and perceived impacts of distance, poor resilience and low population density. By doing this, they will facilitate economically and socially valuable activities for all, provide equality of opportunity, enable people to live active and healthy lives and allow our region to contribute fully to the national net zero emissions target.
Strategic Objectives
The fund particularly supports projects that contribute to one or more of the following objectives:
· Increasing the number of people choosing walking, wheeling and cycling for short everyday journeys
· Increasing the number of people undertaking multimodal journeys (e.g. walking to a bus stop or cycling to a train station)
· Making walking, wheeling and cycling available to all
· Increasing the number of people choosing public transport for longer journeys
Applications that clearly demonstrate alignment with these objectives will be more competitive.

3. Application Process and Timetable
Key Dates
	Activity
	Date

	Grant applications open
	16th Feb 2026

	Information webinar
	4th March 2026

	Grant applications close
	Friday 15 May 2026 5pm

	Grant application initial review and scoring 
	w/c 8 June 2026

	Application result notification
	By Friday 26 June 2026





How to Apply
Applications must be completed on HITRANS’ online application portal which will be available from February 16th 2026 and will close for applications on May 15th 2026.
To apply for funding, applicants must first create an account on our online application portal which you will find a link to in the grants section of our webpage https://hitrans.org.uk 
Please follow these steps:
1. Enter your organisation’s email address under where it says ‘Log in or register’ 
2. You will then be prompted to enter a 6-digit code which will be in an email sent to this email address. This can take a few minutes and sometimes goes to spam/junk folders. 
3. You will then be asked to provide the required details, including your name and organisation name. 
4. You will be asked to create a password and accept the portal’s terms and conditions. 

Please note you must agree to receive notification emails to receive updates on your application. After activation, you can log in at any time to start, save, and submit your application(s). 

Further guidance notes/instructions will be available at the top of the home page, with the application forms below.
As part of the online application process, applicants must:
· Provide a clear description of the proposed project
· Demonstrate expected demand and impact
· Include accurate cost estimates, (including or excluding VAT, depending on your organisation’s VAT status.  HITRANS will not pay reclaimable VAT.  The application portal will support you enter the correct project costs for your VAT situation)
· Provide supplier quote(s) for equipment and installation/groundworks for all aspects of the project.  Applicants who cannot fund upfront costs may provide a pro forma invoice with their application, to allow retrospective payment once approved.
· Before submitting your application, you must ensure that all necessary permissions and approvals are in place for your project. This may include consent from:
• your landlord or the landlord’s managing agent/factor (for leased premises)
• your organisation’s Facilities or Estates team.
HITRANS cannot fund projects that do not have the required site permissions in place. Applicants should confirm permissions before submitting their application to avoid delays or rejection.
NOTE: Formal planning permission is unusual for cycle parking or similar active travel infrastructure. Applicants are not expected to obtain planning permission from the local authority planning department before applying. The main situations where a project may need planning permission are if it is in a conservation area or could impact sightlines at a junction. Applicants should indicate in their application if their planned project may require planning permission.
Applications must be submitted by 5pm on Friday 15 May 2026.
For queries, please contact: sheila.wickens@hitrans.org.uk

4. Project Eligibility
Eligible Project Types (non-exhaustive)
· Cycle shelter – open to suit staff and visitors
· Secure (lockable) cycle shelter – available only to staff
· Static cycle repair stand and pump or bike maintenance tools & equipment
· Repairs or improvements to existing active travel infrastructure
· Installation of previously purchased active travel infrastructure
· Workplace pool bikes and associated storage/equipment
· Improved external lighting or access path to cycle parking
· Improved staff changing facilities 
· Improved and storage / drying facilities for outdoor clothing
· Showers
· Dr bike sessions
Ineligible Projects
· Any project that does not focus on increasing rates of wheeling, walking, cycling and/or sustainable travel
· Revenue projects such as staff cycle confidence training, walking events
· Projects for infrastructure at private residence

Multiple Improvements or Sites
Applicants may apply for:
· Multiple infrastructure improvements within a single workplace site (fully costed and justified within one application), or
· Separate applications for multiple workplace sites.
Where multiple sites are involved, a separate application must be submitted for each site. This allows HITRANS to assess the specific impact, context and demand at each location individually.
Where infrastructure will be shared by more than one organisation, the application should include total staff numbers benefiting and nominate a clear lead contact responsible for delivery and reporting.


5. Location Criteria
Projects must be delivered within the HITRANS region:
· Highland
· Moray
· Orkney Islands
· Western Isles
· Most of Argyll and Bute
(Helensburgh and Lomond are covered by SPT.)

6. Organisation Eligibility
This fund is open to:
• Businesses
• Local authorities
• Community groups
• Voluntary organisations
• Registered charities
• Social enterprises
• Community Interest Companies (CICs)
All applicants must demonstrate capacity to deliver and manage the project. Through the application portal, applicants will be asked to demonstrate project planning, including how they will manage the financial elements of the project, the staff time required to oversee delivery, a project timeline for key milestones (such as booking contractors or ordering equipment), and key risks with appropriate mitigations set out in a simple risk register.
Applicants may be asked, at a later stage, to provide evidence relating to their organisation (e.g. governing documents, insurance or financial information) to enable the fund managers to carry out proportionate due diligence and ensure public funds are allocated appropriately. This will only be requested where necessary and should not deter applicants from applying.


7. Funding Levels and Match Funding
Typical projects range from £500–£10k, but higher value projects are possible – please discuss with HITRANS before applying if your proposed project is above this range.

HITRANS funding does not cover internal staff time for project management. Applicants should ensure that any staff time required to oversee delivery is accounted for within their own organisation’s resources.
Applicants should note that VAT should only be included in project costs if their organisation is not VAT-registered. VAT-registered organisations should exclude recoverable VAT.  The application portal will support you in totalising your projects costs correctly to include or exclude VAT based on your situation. Example: A VAT-registered organisation should exclude VAT from project costs; a non-VAT-registered organisation should include VAT
Public and Third Sector Organisations
· Eligible for up to 100% funding
· No match funding required

Private Businesses – Match Funding Approach
To ensure fairness and effective use of public funds, private businesses are now expected to contribute 50% of eligible project costs.
However, HITRANS recognises that a uniform approach does not suit all circumstances.
Flexibility and Exceptions
A reduced or waived match-funding requirement may be applied at HITRANS’ discretion where one or more of the following apply:
· The business has limited ability to pay (e.g. micro-business or SME with no capital budget)
· The project cost is low, relative to the expected benefit
· The project delivers exceptional strategic impact, particularly:
· improving accessibility or inclusion
· improving safety or perceived safety
· enabling multimodal journeys
· addressing rural or low-density travel barriers
· The project completes or unlocks the benefits of previously funded infrastructure
· The proposal includes behaviour-change elements (e.g. Dr Bike sessions) that maximise infrastructure use
Applicants requesting flexibility will be asked to provide a short explanation as part of the application.

If your organisation cannot meet the standard match funding but the project impact is expected to be high, contact HITRANS before applying.

8. Grant Conditions
Successful applicants will be required to sign grant a grant acceptance letter agreeing to the funding terms and conditions prior to project commencement.
Key requirements include:
· All invoices must be submitted by 2 March 2027. Any funding not spent and claimed by this date will not be claimable.
· Projects must be delivered as approved
· Any major changes must be agreed in advance with HITRANS
· Monthly progress check-ins will be required, 
· Final project evaluation (by survey)
· May be required to support the grant scheme for the following year through case study work with HITRANS

9. Assessment Process
Applications will be assessed by at least two HITRANS officers using the scoring framework below.
Final decisions will take account of:
· application score assessing effectiveness of project
· strategic fit
· available budget


How Project Cost is Considered
Project cost is not a standalone scoring criterion. However, as part of final decision-making, HITRANS will consider whether the proposal represents a reasonable and proportionate use of public funds relative to the expected impact.
This means that higher-cost projects will not be disadvantaged where strong impact is clearly demonstrated, but weak impact relative to cost may affect final funding decisions. Budget scrutiny forms part of due diligence and moderation, rather than a standalone scoring criterion


SCORING FRAMEWORK
Strong applications typically:
· Clearly explain the problem or barrier being addressed
· Provide realistic evidence of demand (e.g. staff surveys, informal feedback, site constraints)
· Show that permissions and internal buy-in are already secured
· Demonstrate thoughtful design and siting decisions
Assessment Process
Projects will be assessed based on their expected impact, the strength of project planning and deliverability, the quality of design and usability, and alignment with regional priorities. Budget reasonableness will be considered as part of moderation and final funding decisions.
Each application will receive a total score out of 36, calculated from weighted criteria as outlined below.
The scoring system ensures an objective and transparent assessment process. Applications that clearly demonstrate how they contribute to the objectives of the HITRANS Behaviour Change Strategy, align with the Active Travel Framework, and support Regional Priorities will be more competitive.
Final decisions will consider each project's score and costs.
Scoring System for Applications
This scoring model offers a standardised approach to evaluating workplace active travel infrastructure funding applications, ensuring an objective assessment process. Proposals should aim to maximize their scores across all criteria to enhance their chances of securing funding. 
Scoring model
	Criteria
	Weighting 
	Score (1-4)
	Weighted Maximum Score (Score x Weight)

	Impact
	3
	4
	12

	Project planning and deliverability
	3
	4
	12

	Design & Usability of the Project
	2
	4
	8

	Strategic Fit / Priority Location
	1
	4
	4

	Total Score
	
	
	36



Scoring Descriptions

Impact
The expected impact of the project will be assessed based on the number of people likely to benefit, and the degree to which it brings about transformative change to support active travel. Transformative change may include enabling cycling where it was previously impractical (e.g. lack of secure parking or showers), significantly improving safety or perceived safety, or unlocking multimodal journeys (e.g. bus and walk, or train and cycle). Strong applications will demonstrate clear, measurable outcomes that show how the intervention will improve facilities, access, or behaviour change within the workplace. 
	Impact

	Points
	Description

	4
	High expected impact, reaching a significant number of people and substantially improving active travel facilities or behaviour

	3
	Moderate impact, supporting a reasonable number of users with a clear improvement

	2
	Limited impact, with modest or unclear benefits

	1
	Minimal impact or unlikely to deliver meaningful change



Project Planning and Deliverability
The assessment will consider how well thought-through and achievable the proposed project is, and the applicant’s capacity to deliver it effectively. Strong applications will provide clear evidence of planning, appropriate resourcing (e.g. staff time or external contractors), and buy-in from relevant parts of the organisation. Both simple and complex projects can score highly where they demonstrate strong coordination and realistic delivery plans.
	Project Planning and Deliverability

	Points
	Description

	4
	High confidence in delivery, with a clear, realistic plan, strong organisational support, and appropriate resources identified (e.g. staff time, contractors).

	3
	Moderate confidence in delivery, with a generally sound plan and some evidence of capacity and coordination, though minor gaps may exist.

	2
	Limited confidence in delivery, with vague plans, unclear responsibilities, or limited evidence of organisational support or resource allocation.

	1
	Minimal confidence in deliverability; significant concerns due to lack of planning, capacity, or organisational engagement.




Design & Usability of the Project

This criterion assesses how well the proposed project has been designed to support everyday cycling, taking into account usability, attractiveness to end users, and protection from weather and theft, where relevant to the project type.
Applicants are encouraged to demonstrate that they have considered relevant best practice guidance (for example, Cycling Scotland’s Guidance for Cycle Storage and Parking for cycle parking projects) and have made thoughtful design and siting decisions appropriate to their context.
Note: This criterion will be applied proportionately. For some project types (e.g. internal facilities such as showers or changing spaces), considerations such as external lighting or CCTV may not be relevant.

	Design & Usability of the Project

	Points
	Description

	4
	Strong, well-reasoned design decisions that align with best practice guidance and demonstrate how the project will be attractive, usable, and supportive of cycling, wheeling or walking.

	3
	Clear evidence that the project has been designed with users in mind, including siting, access, lighting and protection from weather or theft where relevant.

	2
	Some consideration of design and usability, but limited reference to user needs or best practice.

	1
	Very limited consideration; generic statements with little explanation or relevance to the project.



Guidance for applicants
Emphasis is placed on evidence of thoughtful design, appropriate siting, and consideration of how the project will be used in practice.
We recognise that in some instances there will be site-specific constraints that make this more complex and may require compromises. Please tell us about your decision-making process and help us understand how your proposed design reflects best practice within your local context.
Priority Location (e.g. SIMD, Active Travel Masterplan town, Travel to Work Area)
Projects located in areas identified as strategic priorities—such as Active Travel Masterplan towns, areas with high levels of deprivation (SIMD), or key travel-to-work corridors—will be recognised under this criterion. While not the primary driver for funding, location can strengthen the case for investment.
	Priority location: 
Town Masterplan/ SIMD/Travel to work area
	 

	Points
	Description

	4
	Located within an Active Travel Masterplan settlement and area of high SIMD and Travel to work area

	3
	Located within either an Active Travel Masterplan settlement or area of high SIMD or Travel to work area

	2
	Located close to an Active Travel Masterplan settlement / area of high SIMD / Travel to work area

	1
	Not located within an Active Travel Masterplan settlement / area of high SIMD / Travel to work area



Please see below a list of towns with active travel masterplans and/or areas of high deprivation/ travel to work areas:

M = Masterplan
SIMD – Areas with multiple deprivation
T – Travel to work area

1. Alness (M/SIMD/T)
2. Ardrishaig (M)
3. Aviemore (M/T)
4. Balintore (SIMD)
5. Balivanich (M)
6. Broadford (T)
7. Brora (T)
8. Castlebay (M)
9. Campbeltown (M/T)
10. Dingwall (M)
11. Dunoon (M/SIMD/T)
12. Elgin (M/T)
13. Forres (M)
14. Fort William (M/T)
15. Golspie (T)
16. Grantown-on- Spey (T)
17. Inner Moray Firth Area (M)
18. Invergordon (M/T)
19. Inverness (M/SIMD/T)
20. Islay (T)
21. Kinloss & Findhorn (M)
22. Kirkwall (M)
23. Kyle of Lochalsh (T)
24. Lochboisdale (M)
25. Lochgilphead (M/T)
26. Lochmaddy (M)
27. Mull (T)
28. Nairn (M)
29. Oban (SIMD/T)
30. Orkney Islands (T)
31. Portree (M/T)
32. Rothesay (M/SIMD/T)
33. Stornoway (M)
34. Tain (M)35. Tarbert (M)
36. Thurso (M/T)
37. Western Isles (T)
38. Wick (M/SIMD/T)

Funding Threshold Guidance
· 30–36: Strongly recommended for funding
· 24–29: Fund if budget allows
· Below 24: Not normally funded

	Stage
	Applicant Actions
	HITRANS Actions
	Outcome

	Stage 0 – Explore & Define (Pre-Application)
	• Identify need/opportunity (staff/community feedback)
• Check permissions (landlord, Estates, Roads, Planning)
• Gather early costs (quotes, pro-forma invoices)
• Review guidance, case studies, cost ranges
• Optional: contact HITRANS for early advice
	–
	Decision to proceed with an application

	Stage 1 – Prepare & Submit Application
	• Complete full application (VAT status, costs, permissions, staff time, context info)
• Provide evidence of costs
• Provide outline delivery plan (roles, procurement, timelines)
• Submit via Good Grants
	• Provide webinar, guidance, examples
• Feedback or project planning support
	Valid, complete application submitted

	Stage 2 – Assessment & Award Decision
	• Provide clarifications promptly
	• Assess deliverability, impact, cost-effectiveness
• Score using agreed criteria
• Seek clarifications
• Issue funding decision and award letter
	Application approved, declined, or returned for further development

	Stage 3 – Mobilise Project (Pre-Delivery)
	• Accept award
• Finalise permissions/approvals
• Confirm procurement plan and place orders
• Provide evidence for conditions
	• Check conditions
• Provide reporting/claim templates
• Issue reminders
	Project ready for delivery; risks understood

	 Stage 4 – Delivery & Installation
	• Undertake works
• Manage suppliers
• Keep HITRANS informed of progress or changes
	• Support with issues and variations
	Project installed

	Stage 5 – Handover & Reimbursement
	• Submit invoices and receipts for all spend
• Provide completion evidence (photos, outcomes)
	• Verify evidence
• Approve claim and reimburse.
	Project closed and funding released

	Stage 6 – Use, Monitoring & Learning
	Maintain infrastructure, provide monitoring info, participate in case studies
	Capture learnings, produce case studies
	Evidence of impact supports future schemes


HITRANS Grant Process at a Glance: Steps and Responsibilities
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