@)= @ Yook
Ry iuiyp:

Australia Awards

Australla Award
IN Indonesia

Short Course Guidelin

-----




* Background

/02

Table of Contents

3

4

5

6

8

BACKGIOUNG ...ttt 5
(010 TU | 6710 [=F] T | ISP 6
2.1 Goals and purpose of Australia Awards INdoONeSIa .........cccceeviviiiiveeeeeeeiiiiiieeeeenn, 6
2.2 COUISE COMPONENLES ....eviriiiiiieeeieiire et et e e st e e e e s s e e e e s s e e e e e e e e s s e snn e e eeee s 6
PartiCipant SEIECHION .......ccoiuiiii e sbn e e e 7
3.1 English [anguage reqUIrEMENTS .........uuuiuiuieieieiiieieieieieiererererererernrerrere—————. 7
3.2 Development opportunities for all...............uuveiiiiiiiiiiieie e 7
3.3 GENAEr EQUAIILY ... 8
3.4 People With diSADIlILY .........cooiiiiiiiiie e 8
3.5 Child PrOtECLION ......veeee ittt e e 8
ProVIAEr SEIECTHION. ... iiiii ittt e e 9
4.1 SHATTING ettt 10
DFAT engagement in COUrSe deliVEIY .......c.uuiiiiiiiiiiiiiiie e 13
51A-based DFAT representative (Embass.y..ll3ead)
5.2 Embassy Liai.s.on..0f.f.i.c.er.0.s..r.o.l.e..... 14
Branding and communications tips for course providers and participants ................ 16
(S T 01T To] (oo | TSP PP PPPPPPPPPPRP 16
(I =T = ale [T aTo I g=To [T g=T a1 £ PPN 16
6.3 SOCIAI MEAIA .....eeeiiriiie ittt e e e e e e 16
Entitlements and COUrse arrangemMENTS .........cooiuuieieiiiiieeiiieie e 18
7.1 LI 1Y SRR 18
7.2 VISBS .. .eteieeiiiieie ettt ettt e e e e e e e e e e 19
7.3 AlIOWANCES ....eeiiiiiiie ettt ettt et e e e e e sn e e e s e e e 19
7.4 ACCOMMOUALION. ... eeeiieiiee e e ettt e e e e et e e e e et e e e e e e s e e nnt e e eeeesesnnteeneeaeens 21
8 T 1 151U = g o] = PP PPPT PR PPPPPPPPIIN 21
7.6 Participant COMMUNICALIONS .........eiiiiiiiiiiiiiie et e e saebeeeeeae s 22
77 Course Provider ds...t.r.av.el..t.o..l.ndones.Pa
Medical treatment and welfare INCIdeNts ... 24
8.1 MediCal trEAIMENT ......eiiiee e s e e e s e rrareeaee s 24
8.2 Welfare INCIABNT .......ooiiiiiiee e 25
8.3 PrIVACY ...t a e 26
84 Course provider ds...r.es.p.o.ns.i.bi.l.i.t..e.s..26
8.5 Conflict, harassment and Bullying ..........coceeiiiiiii e, 26
8.6 Health issues and scheduled hospitalisations ............ccccooiiieiiiiniiieeen, 26

and



* Backgrouni

8.7 Death of a partici.pant.ads..f.amil.y..me2iber
8.8 PrEONANCY ..ovvuiiiii ittt e e e aaae 27
8.9 Natural disasters in INAONESIA ..........ceeiiiiieeiiiiiee e 27
9. CHECAl INCIAENES ... e e e eae s 28
9.1 Notification of critical INCIAENTS..........ooociiiiiiii e 28
9.2 Participants who are victims of, or charged with, a crime in Australia.................. 29
9.3 Unexpected or emergency hospitalisation of a participant ...............ccccccvvvvnvnnnnns 29
9.4  Death of @ PartiCiPANT .........cuviiiiiiiiee e 30
9.5 Natural disasters iN AUSIIAlIA .........eeeiiiiiiiiiiiee e 31
10. Missing Participants in AUSEralia ..........ccoooeieie e 32
10.1 Indications of INteNtion t0 1€AVE .........cccueviiiiiiii e 32
10.2 Di ssuadi-filga Vi@ 8D ..cccccoouiiieiiiieeiiiieee s 32
10.3 Limitations 10 @ny @CliON ......cceiee i 32
104 Actions to be taken if an iNCIdENt OCCUIS .........ooueviiiiiieeiie e 33
11. AlUMNE ENQAGEMENT ...ttt e e e enneees 34
12. Monitoring and evaluation and COUrse reporting.........coocveeeriiireeniiee e 35
13. ReleVaNt POLICIES ... 36



* Background

/04

Abbreviations

AAI Australia Awards in Indonesia

DFAT Department of Foreign Affairs and Trade
GOl Government of Indonesia

M&E Monitoring and Evaluation

MC Managing Contractor

RFT Request for Tender



1. Background

Australia Awards are prestigious international scholarships and short courses offered by the
Australian Government to the next generation of global leaders for development. Australia
Awards promote knowledge, education links and enduring ties between Australia, our
neighbours and the global community. International scholarships have been an important
component of t he Au sverseaslaid progrardsinceghe CatoeibotPiarsin
the 1950s.

The Australian Go v e r n meepartdent of Foreign Affairs and Trade (DFAT) has
contracted Tetra Tech International Development as Managing Contractor (MC) to provide
administrative and logistical services to the delivery of Australia Awards program in
Indonesia.

The purpose of these guidelines is to provide the MC, the Government of Indonesia,
Indonesian partner organisations, individual participants, and Australian Course Providers
with principles and a general operating framework for the implementation of the Australia
Awards short courses.
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2. Coursedesign

2.1 Goals and purpose of Australia Awards Indonesia

The goals and purpose of Australia Awards in Indonesia (AAl) are underpinned by two
program outcomes:

1. diverse alumni use their skills, knowledge, and
inclusive and sustainable development, and

2. diverse alumni contribute to cooperation between Australia and Indonesia.

2.2Course components

Short courses are designedtoma x i mi s e p karrning appopuaities. $hé courses are
designed in collaboration between DFAT, the Indonesian stakeholders and AAI. The duration
of the in-Australia component of most of AAl short courses is two weeks. Each course
consists of a pre and a post-course workshop delivered in Indonesia. The duration of the
workshops is two or three days. The courses also have 3-4 online mentoring sessions to
support the participants Award Projects. Delivery locations differ from course to course.

AAl and the Course Provider deliver an online briefing session before the pre-course
workshop or a face-to-face briefing at the start of the pre-course workshop to cover the
following:

Introduction to the course provider team and explanation of roles and responsibilities.
Course program (i.e. sessions, site visits and speakers, mentoring arrangements).
Course expectations.

Learning management system (where participants access course materials).
Interpretation arrangement - if available.

Course venues, facilities, attendance and expected behaviours.

Per diem amounts, payment processes and intended use.

= = =4 =4 -4 -a -a -a

Accommodation rules and policies, security arrangements and considerations, fire and
emergency evacuation, use of shared facilities.

1 Transport, including pick up points, payment methods, schedules

¢ Health insurance policy including coverage, exclusions and treatment of pre-existing
medical conditions, up-front payments, insurance claims and health care assistance.

¢ Communications and IT including for example, SIM cards and credit, international phone
cards, use of laptops and internet and email access.

1 Outline of academic and welfare support mechanisms available (e.g. medical
assistance, out of hours support, etc.).

1 Planned recreational activities including schedule, coordination and participation.

§ Australian cultural norms and acceptable behaviour, cross-cultural communication and
basic slang/colloquialisms
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3 Participant selection

The participant selection method varies based on the nature and specific requirements of
each course. The method and criteria for participant selection will be described in detail in
the concept paper. Participant selection is merit based and transparent.

Short Courses

Participant Selection Process

If a participant has a disability, AAl requests a
disability assessment form from the participant,
external consultant conducts disability assessment
and submits a report, medical check-up conducted
if required.

Gol consutations
finalised and concept
paper approved by DFAT

AA| sendsthe

ppli
Offer Letters

AAl develops

Onos the participant list d
ncs the participant list is approved, promotional

AAl sends Offer Letters to DFAT for
approval and signing

AAl sseks DFAT'S

approval for the final

participant list
—

Selection panel
compiles a list of
suocessful, reserve and
unsuccessful
applicants

AAl ivites agencies to a
brisfing to introduce the
course and the
application process

Agencies nominate
applicants via email to AAI
(this step does nat apply to
courseswith fully open
applications)

AAl sends the nominees
information about the
application process (this step
does not apply to courses with
fully open applications)

Selection panel
interviews
shortlisted
candidates

) A Applicants submit their
Panel reviews and ¢ T ¥ =, applications electronically via
scores each ‘ !} [u» & ARl websit
applicant —’
AAl sets up an AAl reviews the.
independent selection panel applications and
‘to shortist the candidates checks eligibility

3.1English language requirements

To effectively gain skills and knowledge on a short course, participants of most of the
Australia Awards in Indonesia short courses have functional English proficiency. The
applicants6é |l anguage |l evel is assessed during phon:¢

Some courses provide interpretation and translation. AAI has two language support options:
1) full simultaneous interpretation required, key documents to be translated; 2) language
assistance provided for some course participants with limited language skills, no translation
of materials. AAI will inform the course provider of the language requirements for each
course.

3.2Development opportunities for all

Australia Awards addresses gender equality and disability as cross cutting issues in line with
DFATd6ds policies. This means that womesneand men ar e
discriminated against because of their gender or disability.
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3.3Gender equality

Where women are unable to participate in any aspect of the program in Indonesia because
of barriers related to their gender, for example childcare responsibilities, Australia Awards will
endeavour to advise and support the participant to overcome the obstacle. Women are
strongly encouraged to disclose if they are pregnant so they can be provided with relevant
and timely advice prior to mobilisation.

3.4 People with disability

D F A TAdsinvestment Plan ensures that people with disability are included and supported

in improving their quality of life through all aspects of the aid program, and DFAT has made

a clear commitment to provide access to the aid program for people with disability. DFAT

ensures that fAreasonable adjust mentdisabiltgtoe put i n
participate in DFATG6s Australi apaftivigmsds on an equal

Short course participants with a disability and/or special needs are strongly encouraged to
provide details of their disability and/or special needs at the earliest opportunity. Disclosure
will not disadvantage an applicant from being considered, as Australia Awards operates
under a non-discrimination policy. Early notification provides AAI with adequate time for the
assessment of needs and preparations on reasonable support. This information is bound by
Australian confidentiality and privacy laws and will be shared only for the purpose of
facilitating an accessible barrier-free learning and living environment. Reasonable
adjustments may include modifications to physical or learning environments and additional
educational supports such as sign interpreters, captioning and personal care assistance
depending on assessment Rafticipants evith ia disabilityiwdlbbea | 6 s needs
assisted with the visa application requirements including, but not limited to, meeting the costs
of obtaining medical reports if required.

AAl develops a Disability Inclusion Report (DIR) that identifies the disability support required.

Based on the DIR, AAI develops a Disability Support Agreement (DSA) in consultation with

the Course Provider. The Course Provider endorses the final DSA. AAlt hen seeks DFATOs
approval for the DSA. The Course Provider provides the required support in Australia as per

the DSA. The DSA also covers the support required in Indonesia. AAl is responsible for the

support in Indonesia.

3.5Child Protection

DFAT has clear and strict policies in relation to managing and reducing risks of child abuse.
DFAT takes a zero-tolerance approach to any infringement. Participants are required to sign
a copy of the DFAT Child Protection Code of Conduct. AAI reserves the right to conduct
police checks and other screening procedures to ensure a child-safe environment.
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4 Provider selection

Short courses are delivered by Australian Registered Training Organisations (RTO). The
selection of the course providers is conducted in accordance with the Commonwealth
Procurement Rules. AAl maintains a list of current and prospective course providers and
provides information about the short course pipeline and upcoming tenders to all providers
on an equal basis. The following image shows the steps of the procurement process:

Short Courses
Procurement Process

Go to the page Technical Assessment Panel

Tender processes commence with a Request for Tender (RFT) issued with, typically, a four-
week tender submission deadline. Tenders are assessed by a Technical Assessment Panel
(TAP) comprising members appointed based on the specific technical and institutional
priorities of the course. Tender proposals comprise of technical and financial components,
and are assessed using a scoring formula that takes both components into account. The
following image describes the TAP process:

Paged
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Short Courses

Technical Assesment Panel Process

Tender prica is insarted in
the TAP score sheet

TAP members convene and sign
confidentiality and conflict of interest

informalion recjue
Commonwealth Procurement
Rules)

TAP secrelary (AAl leam
mambar) transcribes the
commenis to the TAP

— &y the lechni
submittec!
s

ourse program}

1 evaluation and risk
ight

uring confinuity, monitos
tender submission) - 1

The preferred tenderer will be invited to negotiate a services contract with the MC. The
contract contains conditions and provisions specific to the scope of services. A copy of the
standard contract terms and conditions is available as part of the RFT, therefore any tenderer
unable to comply with the standard terms and conditions are discouraged from tendering, as
these conditions cannot be adjusted during contract negotiation.

4.1 Staffing

The tenderers must include in their tender proposals the following minimum full-time staff:

1 Course Leader i leads the delivery team and is the technical facilitator. It is recommended
that the course has at least two Course Leaders. A Course Leader must attend all
sessions in Australia to link sessions and site visits to course learning objectives and
participants6Award Projects. The workshops in Indonesia are delivered by two Course
Leaders (unless the course has only one Course Leader). No other Course Provider team
members attend the workshops as AAl is responsible for the administrative and logistical
aspects of the workshop.

1 Course Coordinator I manages administration, logistics, program scheduling.

1 Welfare Officer i preferably female position that supports participants 6 wel f ar e,
needs and recreation.

Course Leader - Responsibilities:

1 Lead the short course on behalf of the course provider and ensure the course is delivered
according to the Scope of Services.

1 Manage the delivery of a flexible and experiential program of teaching, learning and site
visits in accordance with the participant profiles and short course requirements.
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