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Addendum No: 1 
RFT Tender No:  DJ2016-69 
Title:    Advance notice for Provision of External Facilitators for CSNSW programs 
Description:   Question and answers from pre-RFT release market briefing 
Date:   16/11/16   
Authorised by:  Danielle Matsuo 
 
The following Q&A is provided to potential respondents, in advance of the RFT release in late-January or early-February 2017.  

 
 

 Question / Issue Department Clarification / Response 

1.  Pricing - Delivery Fixed and pre-determined price schedule, based on $80 inc. GST.  

20 sessions, each session consists of 2 hours delivery, and 2 hours preparation.  

20 sessions x 4 hours x $80hr = $6400 inc. GST. 

2.  Pricing – Training of 
Facilitators 

Fixed and pre-determined rate of $50 per hour inc. GST x 7 hours per day. 

CSNSW will determine training requirements of each facilitator at the time of application. 

3.  Facilitator requirements CSNSW expects facilitators to have qualifications in adult education, social sciences, health etc. There is no minimum 
requirement in terms of tertiary degree, the focus is more based upon experience in program facilitation and relevant 
professional development in this area. 

4.  Facilitator training 
frequency 

CSNSW will hold facilitator training every month, until the end of 2017 between  the Brush Farm Academy at Eastwood 
and regional locations in the north and south-west of NSW. 

5.  Attendance KPI CSNSW expects a 60% completion rate for participants commencing the program. This will be formalised into a KPI. 

6.  Milestone payments The Department wishes to instate a milestone payment methodology to assist with cash flow for providers. The exact 
milestones have not been determined yet, but it is envisaged that progress payments shall be co-aligned with the 
completion of each module. 



        Page 2 of 5 

 Question / Issue Department Clarification / Response 

7.  State-wide coverage It is not expected that all providers shall cover the entire state of NSW. It is recognised that some providers can only 
service certain areas. The Department will liaise with providers to allocate programs based on their availability and 
preferences. 

8.  Regional Community 
Corrections Offices 

CSNSW will provide a list of regional community corrections offices. 

9.  Program delivery sites Programs will be primarily delivered within CSNSW Community Corrections locations. It may be the odd occurrence 
where delivery is required within CSNSW Custodial Corrections; however these programs are predominantly facilitated by 
CSNSW staff.    

Providers will have the option of opting out of delivery within Custodial Corrections environment, and have the option of 
offering their own premises/sites for delivery. 

10.  Providers per region The size of the budget allocated to offender programs as part of the reducing reoffending strategy will see the demand for 
delivery of offender programs to be very high within the next 2 years. CSNSW is seeking to appoint a panel that will meet 
the supply vs. demand factors, which will involve more than one provider per region. 

11.  Administration Administration support shall be provided by Department staff, such as; 

 Project Officer, State-wide Programs Team 

 Administrative Officer, State-wide Programs Team and; 

 Administrative Officer/s, Community Corrections Office 

 

We will provide:  

 A standardised template for communication with Community Corrections supervising officers 

 A standardised template for case notes and final program summary 

  

Administrative requirements such as completion of case notes shall be completed by the provider and supplied to the 
Department. 
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12.  Participant information CSNSW shall provide background information relating to participants. Original suitability of participants will be determined 
by Community Corrections Officers and other CSNSW administration staff. There is no requirement for a pre-meeting or 
pre-call before the commencement of a program delivery. 

13.  Case notes Providers will be required to supply case notes for each program at the completion of each module. This shall be 
provided to CSNSW staff that shall enter the information into the Department’s systems. 

14.  Reporting obligations It is the responsibility of the facilitator to notify the relevant Community Corrections Officer of participants that do not 
attend. It is also expected that the facilitator shall engage with the relevant Community Corrections Officer about progress 
and success of each session.  

15.  Length of program 
delivery 

It is expected that the 20 sessions shall be scheduled in a manner to provide the greatest therapeutic effectiveness; this 
is normally over an 10 week period (2 sessions per week)   

In certain circumstances, CSNSW may approve the accelerated delivery of a program, to a minimum period of five  
weeks (and no more than two sessions per day). Examples of this include delivery in remote locations. 

16.  Delivery days Programs shall be conducted in Community Corrections sites predominately on weekdays (days and evenings). 
Community Correctional Officers will also be present during the sessions.  

Occasionally programs will be held on weekends when sessions are required, in these circumstances an agreement is 
currently being sought from Community Corrections about the presence of other staff.   

17.  Cohort size A minimum of 10 participants are required to commence a program. A maximum of 12 participants in a custodial 
corrections environment, and 16 in a community corrections environment.  

If the participant numbers drop to 6 or below, the viability of continuing the program is considered. If a program is 
cancelled mid-program, providers will be paid for the provision of services in the program to-date. 

18.  Quality Assurance This shall consist of three live observations by CSNSW State-wide Programs Team (or video recording of a session to 
provide for remote supervision). There will be at least one program development workshop for multiple facilitators 
(working in one region/area) and DoJ team to see how the program is working. There will be a compulsory end nd of  
program debrief . Phone consultation is also available at any time during a program. 
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19.  Third party 
communication and 
feedback 

It was asked by an attendee whether facilitators would be required to make contact with partners of participants in 
programs, such as the Domestic Violence program. Contact is not required, however our policy (which will be provided on 
training) outlines the procedure if there are immediate concerns for a victim’s safety as a result of disclosures during 
group   (e.g. contact with the Community Corrections Officer, or in some cases; immediate contact with the NSW Police 
Force.) 

20.  Use of technology for 
delivery 

At this stage, delivery shall be face-to-face delivery for maximum effectiveness. 

21.  Procurement process The procurement is nearly ready for release; however the Department is still firming up its contracting model for 
maximum efficiency for both parties. The current contractual instrument is in the vicinity of 60 pages for each program 
delivery.  

The Department is seeking to develop a “preferred supplier” model, opposed to a “panel” arrangement, whereby the 
application process is continually open for new applications. Providers would agree to an overarching deed of standing 
offer or scheme conditions, and then a simple one page “order form” with purchase order would be supplied to providers 
for each program to be delivered. 

The Department is also conscious of insurance requirements and maintaining an appropriate balance to make the 
opportunity attractive to respondents. 

Although this is the vision, internal Department engagement is ongoing to develop an appropriate 
engagement/contracting model. 

The Department is looking to release the finalised Request for Tender (RFT) in late-January or early-February 2017, 
however it is looking increasingly likely this shall occur in February. The RFT suite of documents will consist of; 

 Part A – Requirements (what the Department needs) 

 Part B – Conditions (of participating in the RFT) 

 Part C – Response (the document providers complete and fill out to “apply”) 

 Part D – Agreement/Contract (Draft) 

 Attachment 1 – Contract Management Plan (this may or may not be released with the RFT, however it is a 
document that outlines how the contract will be managed) 

The Department shall then evaluate responses, and advise successful respondents, meet and negotiate (if required) and 
then execution of a contractual instrument. Training of the providers proposed facilitators shall then commence. 
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22.  Training commencement If respondents are successful, respondents wished to gain greater clarity or insight into the turnaround time for 
commencement, should they require the 4 day foundational training, 6 day creative group work training and the EQUIPS 
training course. 

The Department expects that we can meet the demand regarding training within two weeks of an applicant being 
informed of success. As training is being run state-wide, if participants chose to cover costs of travel or accommodation 
themselves there would be more options for training as the most imminent training may not be the closest at any given 
time. 

23.  Program commencement The Department expects that once each facilitator has undertaken their required training and is determined to meet the 
CSNSW standards for facilitators, the commencement of a facilitator would be expedient and almost immediate, noting 
the high-priority of the offender program initiative.  

24.  Continuing professional 
development 

The Department has no minimum expectation for continuing professional development (CPD) of external facilitators, 
however the Department would expect that facilitators would facilitate programs on a frequent enough basis to ensure 
that they remain acquainted with the content and retain their facilitation skills. 

 


