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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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* Course design

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



* Provider selection

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.

/10
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1 Manage all support staff involved in course delivery (e.g. Course Coordinator, Interpreters,
Translators, etc.).

¢ Conduct course sessions, supervise and coordinate inputs from other presenters and
organisations and make final decisions about the Course Program to ensure the course
is able to adapt to participant profiles.

1 Ensure participants experiences are structured and analysed so they relate to the
Indonesian context and their individual work requirements, and are linked to course
objectives and learning outcomes.

1 Leadthe assessment and monitoring and evaluation of participants during course delivery
and the subsequent compilation of client reports.

Qualifications and Experience:
1 Relevant qualifications and experience in the technical subject matter.
Experience in leading short course delivery to international students.

Experience in project management/administration highly desirable.

= =A

Understanding of the international development context (e.g. higher level goals and
objectives of the Program).

1 Knowledge of, or preferably experience in, the technical subject matter in Indonesia.

Course Coordinator - Responsibilities:

1 Work with Course Leader to coordinate the successful preparation, arrival and return of
participants to Indonesia including pre-departure materials and an orientation program.

1 Organise and liaise with service providers to ensure appropriate provision of in-Australia
transport, accommodation, health insurance, site visits, recreational activities and training
venues for participants for the duration of their stay in Australia.

1 Act as key liaison point for participants on all administrative and logistical issues including
course provision and pastoral care services.

1 Coordinate all financial administration tasks including, but not limited to payment of per
diems, service provider invoices, etc., and keeping accurate financial records.

1 Provide necessary administration support to the course design and delivery teams.

1 Communicating with the participants and disseminating information about the course
Qualifications and Experience:

Quialifications in administration or other relevant field is highly preferable.

High level administration/coordination experience.

Excellent interpersonal communication skills

Experience in education administration, particularly short courses, is highly preferable.
Course provider employee is highly preferable.

Experience working with international beneficiaries is highly preferable.

= =4 =4 =4 -8 A

Experience running online courses is highly preferable.

Welfare Officer - Responsibilities:

Pagell
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Monitor and provide general welfare support for Indonesian participants in Australia,
including orientation support, advice on any issues encountered, accompanying group on
all site visits and supporting recreational trips.

Monitor and provide health-related welfare support for all participants, including explaining
Australian health care requirements, the medical insurance policy and exclusions,
accompanying individuals to any medical appointments and providing interpreting if
required.

Monitor and provide support to female participants in particular, including taking any
opportunities to enrich the female participants 6 ex peri ence whil e

Act as the key liaison between the group and course delivery team.

Assist the Course Coordinator as required particularly with arrival and departure,
organising activities, site visits and recreational activities.

Qualifications and Experience:

1

= =4 =4 A

Quialification in administration, human resources, social sciences (or equivalent work
experience) is preferable.

Experience in a welfare/social services role is highly preferable.
Excellent interpersonal communication skKills.
Strong understanding of Australian healthcare system

Strong understand of Australian culture.

n
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5DFAT engagement in course
delivery

AAl sets up an introductory/kick-off meeting between the course provider, DFAT and AAI
after the contract has been awarded. At this meeting parties agree on the distribution of tasks

and DFATO6s responsibilities in course delivery.

5.1 A-based DFAT representative (Embassy lead) and Indonesia

Branchoés rol e

A-based DFAT representative (Embassy Lead) from the Australian Embassy in Jakarta will
identify and work closely with a point of contact in DFAT Canberra Indonesia Branch (INB) to
engage them early, introduce them to the course provider and liaise on all aspects of the
course.

INB should have visibility of all requests for meetings with DFAT and key DFAT stakeholders
in Australia, such as other government agencies and the Indonesian Embassy. INB will
manage al l engagement with mponfili®.t er sd of f

Embassy Lead will engage directly with course providers early on program development for
an understanding of likely Australian government involvement and to outline expectations
around how approaches should be made.

There should be clear objectives for any meeting with DFAT or other government
stakeholders i these are not automatic.

Additionally, Embassy Lead will:

1 work with the Course Provider to ensure program is pitched at the right level relative to
seniority of course participants

1 work with the Course Provider to consider the suitability of more informal interactions with
GoA agencies rather than meetings (eg morning tea or lunch)d

1 assess if the other agencies have the required resources and add value to the course

1 clear a blurb prepared by the Course Provider or AAl about the course and the
participants, to use when approaching stakeholders to request meetings

f encourage engagement with private sector and think tanks (not just government)

The Course Provider must not contact GoA agencies unless approved by the Embassy Lead.

Course Providersmustn ot di rectl y appr ioareduestsniominisdersenuss 6

be made through INB in consultation with Embassy Leads.

Course Providers should ensure their personal opinions do not undermine visit objectives or
government policy, particularly in government meetings.

Course Providers must inform AAI or DFAT of administrative or logistical aspects related to
the GoA engagement e.g. is interpretation required for senior level meetings between Gol
and GOA, is it a sitting week and what impact will that have on stakeholder availability.

The Embassy Lead will also engage with AAI and the course provider on in-Indonesia
aspects of the course:

Pagel3
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* DFAT engagement in course delivery

1 consider Embassy6 gngagement with course participants, particularly for pre and post
course workshops (what level of Embassy representation to provide opening remarks or
keynote address, will DFAT participate in the workshop)

1 consider what key Embassy messages should be conveyed to the group (AAI provides
standard talking points that cover course logistics/arrangements, not policy issues)

1 determine if the course has a reception at DFAT/HOM residence/ConGens etc.

5.2Embassy Liaison Officérs r ol e

Each course has a nominated Embassy Liaison Officer (ELO) who is usually a Locally
Engaged Staff (LES). Involvement of an ELO will assist in achieving the course objectives by
shaping priority themes and providing guidance on Australian Government strategic
objectives and policy. The ELO will cultivate and strengthen relationships between the
participants and relevant Australian Government partners. The ELO will also foster closer
collaboration between DFAT and key stakeholders and support follow-up activities upon
return to Indonesia.

The ELO works in close coordination with the Australian Embassy6 $cholarship & Alumni

unit, AAl and the course provider. The ELO is responsible for the following:

Prior to the course

1 Work with the course provider to ensure that discussion and other activities focus on
relevant issues and that the sessions are in line with course learning objectives

1 If needed, support meeting arrangements with and site visits to the Australian
Government agencies as part of the in-Australia course

During the course

1 Facilitate linkages between the course participants, DFAT and other GoA agencies

1 Assist the course provider to strengthen the course program by ensuring active
engagement / participation of course participants

1 Provide the course provider with guidance on relevant GoA policy and objectives

1 Encourage course participants to do background research into site visit hosts and expert
presenters in advance to help target questions accordingly

After the course
¢ Share knowledge and experience from the course to the foreign policy and public
diplomacy team at Jakarta Post and relevant DFAT colleagues

f Help coll ect participants6 testimonials about how
work and what networks/linkages/connections they developed

9 Provide written feedback highlighting ELO6s vVviews
to Scholarship unit to inform future courses

f Maintain DFAT6s engagement with the participants
and keep them involved in relevant DFAT activities and events

DFAT funds ELOO participation. DFAT arranges and pays for visa, airfares, per diems,
accommodation and insurance. AAl and DFAT may ask the course provider to book the
accommodation in Australia; however, ELO will pay for the accommodation directly to the
accommodation provider. The Course Provider can cover minor course-related costs (e.qg.

/14
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participation in AAIl social excursion activities in Australia, catering costs, SIM card fee,
course material costs etc.) from the AAI reimbursable budget.

The ELO must be giventhes ame access as the participants to
Management Systems and/or all course materials. The ELO stays at the same
accommodation, both in Indonesia and Australia. The ELO attends all program activities

as scheduled and travels together with the course participants.

The ELO arranges discussions with participants after presentations and site visits to ensure

they understand the sessions and materials. The ELO will also help contextualise the
materials and sessions to the Indonesian context.

Pagel5
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6 Branding and communications
tips for course providers and
participants

6.1 Terminology

The title of a short course is referred to as, for example, Australia Awards in Indonesia
Short Course on Human Rights Leadership to Influence Policy. In media, the correct
wording is: The Human Rights Leadership to Influence Policy short course is delivered by
(insert RTO name), managed by Australia Awards in Indonesia and funded by the

Australian Governmentés Department of Forei Af f a
Participants of Australia Awards courses are referred to as @articipantsé |, not O0del egat es?
6studentsdéd, O6scholarsé or O6awardees?d

6.2 Branding requirements

Australia Awards in Indonesia will design and produce pull-up banners and course

completion certificates. Providers contracted to deliver the Short Courses can create

course collateral (such as workbooks, PowerPoint presentations, reports, videos, etc.)

using the providerds branding al onlgand, €iteer t he Austr
posiioned to the right or 1 RAkeinatvely,tplovwderpmay eshoodeer 6 s | ogo

to utilise Australia Awards branding and templates to create the collateral. Templates are
available at http://resources.australiaawards.com.au/.

Short Course participants are not allowed to use the Australia Awards logo when creating
their own collateral (which will be used during their participation in the Short Courses, e.g.,
t-shirt, hat and PowerPoint presentations for the award projects). The participants can use
the Australia Awards wordmark in such collateral. On a case-by-case basis, an exception
could be made (for example, course participants using the Australia Awards logo on
PowerPoint presentations for an award project funded by Australia Awards in Indonesia
and/or involving Australia Awards in Indonesia in the implementation of an award project).
This must be consulted with the Communications and Public Diplomacy team of Australia
Awards in Indonesia.

6.3 Social media

We encourage course providers to effectively use social media to promote the Short
Course and for the course participants to share their experiences with Indonesian and
Australian audiences. When posting content on the social media accounts of providers and
participants, always use the hashtags #AustraliaAwardsindonesia #ShortCourse
#MakeADifference #ChangeAgent in every post to make it easier for people to find. When
participants complete the post-course workshop, they can add another hashtag, #0zAlum.
For more information, please refer to the Social Media Guidelines for Short Course
Participants.

Additional relevant information concerning key messages, acknowledgements, and media
releases can be obtained from the Australia Awards Short Courses i Communications

1 Australia Awards Short Courses i Communications Guidance, produced by DFAT


http://resources.australiaawards.com.au/
https://coffeyids.egnyte.com/dl/T9qzpGGmWy

* Branding and communications tips for course providers and partic

Guidance, produced by DFAT (emailed to course providers during contract negotiations).
If you would like to consult regarding communications and collateral, please reach out to
the Short Courses and Communications and Public Diplomacy teams of Australia Awards
in Indonesia.

Pagel7


https://coffeyids.egnyte.com/dl/T9qzpGGmWy

* Entitlements and course arrangements

/18

7 Entitlementsand course
arrangements

Participants of short courses will be entitled to full financial support for all travel related to pre-
and post-course workshops and to Australia for the core course component. AAI will also
cover all costs associated with visas and insurance. A daily living allowance will be paid for
any days the participant spends away from home base. Accommodation will be paid at cost
through reimbursement or in most cases directly to vendors. Except in circumstances
otherwise approved by DFAT, all rates for travel, living costs and accommodation will be
calculated with reference to the pursuant Government of Indonesia Ministry of Finance
regulations.

7.1 Travel

Participants are to travel by the most direct route and are entitled to the "best fare of the day"
which is the economy class fare available during the period of travel. The air ticket will be
booked from the regional or international airport closest to their home city and to the airport
closest to their training destination.

The training dates have been set in advance and participants must ensure that they are
available to travel on the prescribed dates. All relevant travel, including flights, ground
transport and hotels from the participantd s home country t o atehoeked
and organised by AAIl. Additional domestic travel in Australia is organised by the course
provider. Where it is not possible for AAI or the course provider to arrange travel (in case of
travel in remote parts of Indonesia for instance), participants must obtain prior approval to
incur a necessary expense in order to be reimbursed. Participants will be required to provide
a receipt for the incurred expense.

Unless unavoidable, stopovers are not permitted. If unavoidable, AAI will pay reasonable
accommodation costs that have been pre-approved.

The course provider will arrange local transfers on arrival and departure to the training
destination. The course provider is required to provide participants with the details of the
transfer arrangements prior to departure.

Pregnant women are strongly encouraged to disclose pregnancy to AAIl early in order to be
provided with relevant and timely advice prior to mobilisation. Airlines have different policies
about allowing pregnant women to travel in the later stages of their pregnancy due to health
and safety requirements, and participants need to consider their stage of pregnancy in the
light of their course completion date and the course demands. After 28 weeks, most airlines
will require a letter from a doctor confirming the estimated date of delivery and stating there
are no complications.

DFAT and training institutions provide reasonable support to allow participants with disability
to participate in short courses on an equal basis with all other participants. The support needs
of each participant with disability will be different, as will the nature of the reasonable
adjustments that are necessary and appropriate. The needs of each participant who
disclosed a disability will be assessed on a case-by-case basis well before they are mobilised.
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