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SECTION 1

1. INTRODUCTION AND INSTRUCTIONS

1.1 MLA

(a) Meat & Livestock Australia Limited (ABN 39 081 678 364) and its related body corporate Integrity Systems Company Limited (ABN 34 134 745 038) [insert the following if MDC is involved: and MLA Donor Company Limited (ABN 49 083 304 867) ("MDC")] (together, "MLA") undertake a range of research and development and marketing programs designed to benefit beef, sheepmeat and goatmeat industry participants, from livestock producers to retail service providers. It also provides a number of research and development and marketing services to related industry sectors including meat processors and live animal exporters.


1.2 Invitation

MLA invites interested parties to submit tenders by 9.00am AEST on 8 September 2025 ("Closing Date"), to coordinate the BredWell FedWell program.

1.3 Tenders

Tenders must comply with all requirements specified in this request for tender.

Please submit an electronic/soft copy of the tender. All submissions must be emailed to mplumbe@mla.com.au.

All questions in Section 2 must be completed by the tenderer.

Section 3 describes MLA's requirements for the coordination of BredWell FedWell ("Specification"). Each tenderer must provide a statement detailing how it would meet MLA's requirements in Section 3. 
	
	
	




Section 4 contains the terms upon which MLA will enter into an agreement with the successful tenderer. These terms contain minimum legal requirements that must be satisfied before MLA is prepared to enter into an agreement with a supplier and will apply unless the successful tenderer has an existing umbrella agreement with MLA. For the majority of tenders and to the extent permitted by law, MLA's terms are not open to negotiation. The tenderer acknowledges and agrees that submitting a tender to MLA will constitute acceptance of all terms of the agreement in Section 4 by the tenderer. If a tenderer has previously agreed relevant umbrella terms with MLA then those umbrella terms will instead apply.

Section 5 contains a declaration to be completed by the tenderer.

Section 6 and Section 7 should be completed by the tenderer if there are additional corporate governance disclosures required as part of the response to Section 2.

All tenders should contain:

(a) the answers to the questions and information required in Section 2;

(b) 	any additional information, reports or documents required in relation to the Specification in Section 3;

(c) a statement detailing how the tenderer will meet MLA's requirements in Section 3;

(d) confirmation that, if successful, the tenderer will enter into an agreement with MLA on the terms set out in Section 4 or on any previously agreed umbrella terms; and

(e) the completed declaration in the form set out in Section 5.

MLA will treat all tenders in confidence.

1.4 Ownership of tenders

The documents which comprise this request for tender and any other material provided by MLA to tenderers, including any intellectual property rights in the same, remain the property of MLA ("MLA Material").

MLA grants each tenderer a non-transferable, non-exclusive, royalty-free licence to use the MLA Material for the purposes of this tender process.

Any intellectual property rights that exist in a tenderer's response to this request for tender, other than the intellectual property rights in the MLA Material, will remain with the tenderer or its third party licensors ("Tenderer IP").

The tenderer acknowledges and agrees that all material submitted by a tenderer in response to this request for tender will become the property of MLA on receipt by MLA.

The tenderer grants MLA and its employees, agents, contractors and advisers a non­ exclusive, irrevocable, royalty-free licence to copy, adapt, modify and create derivate works from the Tenderer IP for the purposes of evaluating the tender.
	
	
	




1.5 Disclosure

In providing a tender the tenderer agrees to the disclosure of information in the tender to MLA's employees, agents, contractors and advisers, for the purposes of this tender process, as required by law or otherwise with the tenderer's consent.

Tenderers must clearly identify any information that they consider should be protected as confidential or commercially sensitive information.

1.6 Questions

Any questions must be submitted in writing to the email address specified in section 1.3 above. MLA may provide the answers to such questions at its discretion and may share the answers with all tenderers. A tenderer may request that a question be treated as proprietary (where the information disclosed is considered commercially sensitive to the tenderer).

1.7 Extension of Closing Date

MLA may extend the Closing Date. Tenderers may request an extension in writing via email to the email address specified in section 1.3 above at least 3 business days prior to the Closing Date and must provide reasons in support of the request.

Any extension of time will be granted to all tenderers, not only the tenderer requesting the extension.

1.8 Confidentiality

The contents of this request for tender and all other information and materials provided to a tenderer by or on behalf of MLA relating to this tender, including information provided prior to the release of this document, are confidential to MLA, to the extent such information and materials are not publicly available or in the public domain at the time disclosed.

A tenderer must not use copy, reproduce, distribute or disclose such information or materials (except to the tenderer's employees, agents, contractors and advisers for the sole purpose of enabling the tenderer to submit a tender).

1.9 Discussion and public statements

Unless expressly provided in this request for tender, tenderers and their employees, agents, contractors and advisers must not at any time during the tender process approach or discuss with any MLA employees, agents, contractors or advisers (except the MLA Contact) any matter relating to the request for tender or the tender.

Tenderers must not make any public statement about this request for tender without the prior written consent of MLA.

1.10 Conflict of interest

A tenderer must not have any actual, potential or perceived conflict of interest between its interests and the interests of MLA in connection with this request for tender. If an
	
	
	




actual, potential or perceived conflict of interest arises, the tenderer must immediately notify MLA in writing and MLA will:

(a) enter into discussions to seek to resolve such conflict of interest and require the tenderer to take such steps as MLA may reasonably require to resolve or otherwise deal with the conflict;

(b) exclude the tenderer from further participation in this request for tender and disregard the tender provided by such a tenderer; or

(c) take any other action it considers appropriate.

1.11 Budget information

Budget information specified in tenders must:

(a) be expressed in Australian dollars;

(b) be inclusive of all charges, and expenses;

(c) identify separately the duties and taxes, including goods and services tax (GST)
component of the price; and

(d) apply for the duration of the provision of the goods and services contemplated by this request for tender.


1.12 Tender validity period

Each tender must remain open for acceptance by MLA for a period of at least six months from the Closing Date. The tenderer should specify any longer periods for which the offer remains valid.

1.13 Applicable law

The laws of New South Wales apply to this request for tender.

1.14 Privacy

Each tenderer must ensure that it complies with the Privacy Act 1988 (Cth) in submitting its tender and, if successful, in entering into an agreement for the provision of goods and services contemplated by this request for tender.
	
	
	




MLA will collect your personal information for the purposes of administering this request for tender, including corresponding with you about this tender and evaluating your tender. If you choose not to provide some or all the required personal information, we may not be able to consider your tender.

MLA may disclose your personal information to:

(a) our related entities, international offices, and representatives for the purpose of our business only;

	[insert details of any third parties to whom MLA may disclose personal information to, for the purposes of this tender]

[insert the following if MLA may disclose personal information overseas for the purposes of the tender: MLA may disclose your personal information outside Australia [include details, e.g. relevant countries, if practicable].]

Please refer to our privacy policy ( https://www.mla.com.au/general/privacy/) for further details about how we handle your personal information, how you may access or request correction of your personal information or make an enquiry or complaint about our handling of your personal information.

1.15 MLA's rights

MLA reserves the right to:

(a) reject any tender;

(b) close the right to submit tenders at any time before the Closing Date, without giving any reason or communicating such closure to any person;

(c) accept late tenders;

(d) accept any tenders which do not otherwise comply with the terms of this request for tender;

(e) accept part tenders;

(f) withdraw this request for tender or issue a new request for tender;

(g) vary the terms of this request for tender;

(h) negotiate directly with any person before or after the Closing Date;

(i) discuss with each tenderer details of its tender;

(j) proceed with the project on the basis of a different scope and performance requirements that differ to those set out in this request for tender; and

(k) vary the tender selection process set out in this request for tender.

In addition to its rights above, MLA may decline to consider or accept any tender from a tenderer who does not satisfy MLA of the tenderer's ability to complete the tender in
	
	
	




accordance with its terms. MLA expects all tenderers to behave in a courteous and professional manner and will not tolerate harassment or bullying from tenderers. MLA may exclude tenderers who exhibit unacceptable behaviour from this tender process.

MLA is not obliged to disclose the nature of any negotiations, amendments, alterations, additions or other changes provided to a tenderer, nor to offer or accept the same or equivalent amendments, alterations or other changes to other tenderers.

1.16 Tender evaluation

The successful tenderer will be selected on the basis of the tender that best meets MLA's Specifications, including where relevant:

(a) the quality of the goods or services;

(b) fitness for purpose of the proposal

(c) whether the tenderer has the qualifications, experience and resources needed;

(d) value for money, considering the whole of life costs (such as initial purchase price, operating costs, licensing costs, costs of additional features and transition out costs);

(e) technical, commercial, financial, legal and other risks particular to a tender;

(f) the use of proposed subcontractors;

(g) preparedness to agree to MLA's standard agreement or previously agreed umbrella terms; and

(h) any other criteria appropriate to the purpose of the request for tender.

MLA may allocate any weighting to the evaluation criteria at its discretion and is not bound to accept the lowest priced tender or any tender submitted.

In the evaluation of tenders, MLA may:

(a) have regard to knowledge and previous experience and dealings with a tenderer;

(b) have regard to information about past and current performance of a tenderer, including under any contract, arrangement or dealing with the tenderer; and

(c) obtain and rely upon advice from any third party in respect of any legal, technical or financial matter.

MLA may waive compliance with any of the terms of this request for tender and consider and accept any tender which does not conform with these terms.

MLA may require a tenderer to provide such further information as MLA requires in order to consider the tenderer's tender and, if so required, the tenderer must promptly provide such information.
	
	
	




1.17 Costs

MLA will not be responsible for any costs or expenses incurred by the tenderer arising in any way from the preparation of tenders, including if the procurement process is terminated or amended by MLA.

1.18 Binding agreement

A tender will not be deemed to have been accepted by MLA, nor any agreement arise between a tenderer and MLA, until the successful tenderer and MLA enter into a formal written agreement for the provision of the goods and services contemplated by this request for tender. This request for tender does not form a contract between MLA and the tenderer.

1.19 Selection process

MLA will review each tender and may select a short list of tenderers. Any such short listed tenderers may be required to present to MLA or workshop or negotiate their proposal with MLA. A successful tenderer may be selected from such a list.
	
	
	




SECTION 2 – TENDERER INFORMATION

[Tenderer to complete]

1.1 Details of tenderer

Name: [insert name of the company or individual responding to the tender] Australian Business Number (ABN): [insert]
Address [insert address of the company or individual responding to the tender]

Contact name [insert name of the person who may be contacted for further information] Telephone number: [insert]
Email address: [insert]


1.2 Pricing

Tenderers are to provide quotes for all fees, charges and expenses. Prices are to include all work related to the provision of goods and services contemplated by this request for tender and are to be inclusive of GST and other applicable duties and taxes.

1.3 Proposed subcontractors and suppliers

The tenderer must list all proposed subcontractors and suppliers that the tenderer intends to engage in providing goods or services to MLA:

	Description of goods or services
	Subcontractor or supplier name

	[insert]
	[insert]

	[insert]

	[insert]

	[insert]
	[insert]

	[insert]
	[insert]


1.4 Insurance

The tenderer must provide details of current insurance policies held by it and each proposed subcontractor and supplier:

Tenderer's Insurance
	
	
	




	Insurance type
	Policy number
	Extent of cover: per incident
	Extent of cover: in aggregate
	Expiry date

	Professional indemnity
	[insert]
	[insert]
	[insert]
	[insert]

	Public liability
	[insert]
	[insert]
	[insert]
	[insert]

	Workers' compensation
	[insert]
	[insert]
	[insert]
	[insert]




[If subcontractors or suppliers are involved, duplicate the above table and complete for each subcontractor or supplier]

1.5 Corporate Governance Modern slavery:
Please see MLA's Modern Slavery questionnaire at Section 7 which must be completed by all MLA vendors.

Conflicts of interest:

☐ tenderer confirms that there are no actual, potential or perceived conflict of interest between its interests and the interests of MLA in connection with this request for tender

OR

☐ tenderer has declared any actual, potential or perceived conflict of interest(s) in Section 6

Gifts or hospitality:

☐ tenderer confirms that it has not provided any gifts or hospitality to MLA during the request for tender

OR
· tenderer has provided the gifts and hospitality to MLA declared in Section 6

Anti-bribery or corruption:

☐ tenderer confirms that has not been convicted of or subject to formal investigations into any anti-bribery and corruption offences;

OR
	
	
	




☐tenderer has declared its anti-bribery and corruption offences, convictions or investigations in Schedule 6

1.6 References

The tenderer must provide details (including the relevant contact) of the last 3 agreements entered into for the provision of goods or services comparable to those set out in this Request for Tender:

(a) Organisation name: [insert] Telephone number: [insert] Contact name: [insert]
Goods or services provided: [insert] Completion date of agreement: [insert]
(b) 	Organisation name: [insert] Telephone number: [insert] Contact name: [insert]
Goods or services provided: [insert] Completion date of agreement: [insert]
(c) 	Organisation name: [insert] Telephone number: [insert] Contact name: [insert]
Goods or services provided: [insert] Completion date of agreement: [insert]
	
	
	




SECTION 3 - SPECIFICATION

Background
Meat & Livestock Australia’s (MLA) BredWell FedWell (BWFW) is a one-day course focusing on the technical areas of genetics and nutrition and the impacts they have on the productivity and profitability of livestock businesses. This is an introductory course, intended to build actionable knowledge and skills that participants can put into practice within their farm business.   

BredWell FedWell was introduced for sheep in 2011, southern beef in 2016 and northern beef in 2019. After 10 years of successful delivery, it underwent a significant review and content update in 2021-2022. Since this point, the course has continued to be delivered nationally, with a total of 32 workshops delivered to June 2025. Participant evaluation data has demonstrated the value of the workshop, with a program average participant satisfaction score of 9/10 and projected net benefit to participants of $2.48/ewe or $2.98/cow joined*. 

BredWell FedWell is owned and maintained by MLA, with workshops delivered by a network of accredited private industry advisors. It operates under a semi-commercial model, whereby participants pay a minimum fee to attend.  

Further information on the course can be found on the MLA website, and details regarding its performance are available in the Producer Adoption Outcomes Report. 

*Calculated as net present value of adoption to 2045, discounted at 5% annually.


Purpose and description
This request for tender is seeking a National Coordinator to manage the delivery of BWFW from 2026 to 2030. The Coordinator will work alongside the MLA Project Manager to drive continued successful delivery of BWFW across Australia, including oversight of the deliverer network. 

The primary responsibility of the role is to coordinate events, hosts, and deliverers including the collection and reporting of participant evaluation data to MLA. The successful candidate will have a strong attention to detail, demonstrated experience in similar roles, sound stakeholder relationships and existing industry networks. Further details or role responsibilities and requirements are outlined in more detail below.   
		

Deliverables
The following deliverables will be the responsibility of the National Coordinator:

1. Support and coordinate the delivery of 15 workshops p.a
2. Development of promotional material associated with workshops
3. Collection, analysis and quarterly reporting of workshop evaluation data to MLA
4. Contract and manage workshop deliverers
5. Train the trainer event delivered biennially
6. Conduct required quality control of workshop deliverers 


Assessment criteria
The tenderer should provide a response that details their capacity to meet the deliverables outlined above, giving examples of relevant experience, skills and expertise. This will be assessed against the following criteria:

1. Manage agricultural industry events, including bookings, promotion, delivery and evaluation.
2. Develop and maintain productive stakeholder relationships.
3. Technical knowledge, expertise and qualifications relevant to the Australian livestock industry and extension methodologies. Specialist skills in genetics and nutrition are desirable but not essential.  
4. Collection, analysis and reporting of evaluation data
5. Cost effective and timely project delivery


Methodology
A detailed task list is provided as an appendix to this document. At a high level, tasks are split between the MLA Project Manager and National Coordinator as follows:

Project Manager:
· Maintenance of course materials and collateral
· Management of booking platform



Coordinator:
· Annual planning of workshops
· Coordination of workshop delivery and all relevant stakeholders
· Monitoring, evaluation and reporting
· Manage deliverer network


Budget
This project will be levy funded. Please provide an itemised budget outlining the time and resources required to deliver this project.   

Based on past project delivery, it is estimated by MLA that coordination would require resourcing of approximately 0.3 FTE, however applicants are encouraged to make their own assessment and proposal. It is intended that a coordinator contract would be on a per diem basis, ensuring payment accurately reflects workload. 


Project management
The National Coordinator will work closely with the MLA Project Manager to ensure the ongoing success of BWFW. The MLA project Manager will be the Coordinators primary contact with MLA to report on project progress, determine project actions and problem solve any challenges. The Coordinator will also have regular contact with MLA Communications staff in order to promote workshops. 
The Coordinator will be the primary contact for all workshop hosts and deliverers.


Timelines
It is the intention of MLA to award the tender to the successful applicant in October 2025, with contracting and project handover to occur from November 2025 to January 2026. This will coincide with the seasonal lull in workshop delivery. 

The tender process, following submission of written applications, will involve assessment by a panel of relevant MLA staff, followed by further discussions with applicants as required. Applicants are encouraged to reach out to the project manager prior to submission of a tender if they wish to clarify any queries to ensure the most informed application is submitted. 

The Project Manager responsible for BWFW is Mitchell Plumbe, mplumbe@mla.com.au, 0458 273 715. 



	
	
	




[bookmark: _TOC_250007]SECTION 4 - MLA TERMS

A copy of MLA's umbrella consultancy agreement is available on MLA's website at  https://www.mla.com.au/about-mla/mla­ agreements/http://www.mla.com.au/mla-agreements
	
	
	




SECTION 5 - DECLARATION

1.1 [bookmark: _TOC_250006]For corporate tenderers

I, [insert name] of [insert address] do solemnly and sincerely declare that:

I hold the position of [position] and am duly authorised by [insert tenderer organisation]
(Tenderer) to make this declaration on its behalf.

I make this declaration to the best of my knowledge, information and belief as to the accuracy of the material contained in it and after due inquiry in relation to such material.

This tender comprises:
[list documents comprising tender]

Neither the Tenderer nor any of its employees or agents had any knowledge of the price submitted by any other tenderer prior to providing its tender, nor did the Tenderer disclose to any other tenderer the Tenderer's tendered price prior to closing of tenders.

Neither the Tenderer nor any of its employees or agents has entered into an agreement, arrangement or understanding which would have the result that, on being the successful tenderer, it would pay to any unsuccessful tenderer any moneys in respect of or in relation to the tender or any agreement resulting from it.

The Tenderer is not aware of any fact, matter or thing which would materially affect the decision of MLA in accepting the tender, except as disclosed in the tender.

The Tenderer confirms that they are prepared to agree to MLA’s standard agreement or proceed with the Tender under previously agreed umbrella terms.

The contents of the tender are true and correct.

And I make this solemn declaration conscientiously believing the same to be true and by virtue of the provisions of the Oaths Act 1900 (NSW).

DECLARED at [insert city]
This [insert date] day of [insert month] 2024 Before me,


Justice of the Peace/Solicitor
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1.2 [bookmark: _TOC_250005]For individual tenderers


I, [insert name] of [insert address] do solemnly and sincerely declare that:

I make this declaration to the best of my knowledge, information and belief as to the accuracy of the material contained in it and after due inquiry in relation to such material.

This tender comprises:
[list documents comprising tender]

Neither me nor any of my employees or agents had any knowledge of the price submitted by any other tenderer prior to providing its tender, nor did I disclose to any other tenderer my tendered price prior to closing of tenders.

Neither me nor any of my employees or agents has entered into an agreement, arrangement or understanding which would have the result that, on being the successful tenderer, I would pay to any unsuccessful tenderer any moneys in respect of or in relation to the tender or any agreement resulting from it.

I am not aware of any fact, matter or thing which would materially affect the decision of MLA in accepting the tender, except as disclosed in the tender.

I confirm that I am prepared to agree to MLA’s standard agreement or proceed with the Tender under previously agreed umbrella terms.

The contents of the tender are true and correct.

And I make this solemn declaration conscientiously believing the same to be true and by virtue of the provisions of the Oaths Act 1900 (NSW).


DECLARED at [insert city]
This [insert date] day of [insert month] 2024 Before me,


Justice of the Peace/Solicitor
	
	
	




[bookmark: _TOC_250004]SECTION 6- CORPORATE GOVERNANCE DISCLOSURES ANNEXURE
[Tenderer to complete. Where the below is not applicable, please insert N/A in the below tables] 

1.1 [bookmark: _TOC_250003]Conflicts of interest

	Name of individual with conflict 
	Date interest declared 
	Expected time frame of the conflict 
	Nature and extent of the actual, potential or perceived conflict  
	Plan to manage and mitigate the conflict of interest of the party 
	MLA approval  

	[insert name of individual on the tenderer’s side with a conflict] 
	[insert date the conflict of interest was declared. As per Section 1.10 of this request for tender, the tenderer must immediately notify MLA in writing of any conflict of interest.]  
	[insert time frame of the conflict e.g. ongoing, until a given date, or for a stated number of months/years] 
	[insert description of the conflict of interest, details of any MLA individuals involved and their relationship with the named individual on the tenderer’s side] 
	[insert plan to manage the conflict of interest as agreed between MLA and the tenderer] 
	[insert date of approval of conflict of interest and management plan by MLA and relevant approver from MLA]  

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.




1.2 [bookmark: _TOC_250002]Gifts or hospitality

	
[image: ]
	
[image: ]

	[insert details of gift or hospitality provided to MLA)
	[provide an estimate of the value of the gift or hospitality]


[bookmark: _TOC_250001]


1.3 Anti-bribery and corruption

	
[image: ]
	[image: ]
	
[image: ]

	[Please include details to any association to current or prior claims/events relating to bribery or corruption]
	[insert details taken by the tenderer or any regulator to address the bribery or corruption)
	[insert the date, or date range, of the bribery or corruption)

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.














[bookmark: _TOC_250000]SECTION 7 - MLA MODERN SLAVERY QUESTIONAIRE

[Tenderer to complete.] 
Background:
MLA has a zero-tolerance approach towards any trafficking, slavery, wage exploitation, involuntary servitude, forced labour and child labour and is required to comply with the Australian Modern Slavery Act 2018 (Cth). Whilst MLA is confident that its business partners adhere to such principles and strive to eliminate any modern slavery practices from its operations and supply chains, it has implemented a due diligence process, including this questionnaire, which will assist in identifying any modern slavery risks in its supply chain and address such risks appropriately. Refer to MLA's Code of Business Conduct and Ethics.

Contact Details

	Entity Name
	Click or tap here to enter text.
	Postal address
	Click or tap here to enter text.
	Country of Operations
	Click or tap here to enter text.
	Contact Name
	Click or tap here to enter text.
	Phone
	Click or tap here to enter text.
	Mobile
	Click or tap here to enter text.
	E-mail
	Click or tap here to enter text.


Note:
· 	If you respond 'No' to any of the questions, please provide information on how your organisation addresses these requirements.
· Please	send	copies	of	policies,	procedures,	or	other	relevant	documents such as internal Modern Slavery Policy or Modern Slavery Checklist 	to RiskandCompliance@mla.com.au to support your questionnaire, where applicable.

Questions:




	1.
	Is your company required to report under the Modern Slavery Act (Cth) 2018?
If yes, please provide a link to or copy of the latest Modern Slavery Statement: Click or tap here to enter text.
	☐ Yes ☐ No

	2.
	Does your company (including its subsidiaries, where applicable) implement a process that aims to identify any potential risks of modern slavery practices in its operations and supply chain?
Please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	3.
	Does your company have a code of conduct or similar compliance and ethics related policy in place?
If yes, please attach a link to or copy of the policy, where applicable.
If no, please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	4.
	Does your company have a policy or process that prohibits forced labour and human trafficking in your business?
If yes, please attach a link to or copy of the policy, where applicable.
If no, please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	5.
	Does your company have a process to ensure that recruitment agencies, acting on your behalf, operate in compliance with applicable laws and act ethically by not charging workers fees or expenses to get their job?
· Please tick NA if your company does not engage recruitment agencies.
If no, please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	6.
	Does your company have a policy statement concerning your commitment to workplace health and safety standards and compliance with all relevant workplace health and safety laws?
Please attach a link to or copy of the policy, where applicable. Click or tap here to enter text.
If no, please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	7.
	Do you provide all your workers with information on employment conditions and workplace entitlements?
If no, please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	8.
	Do you have a policy that respects your workers' rights, in accordance with relevant national and state laws, to freedom of association and collective bargaining?
Please attach a link to or copy of the policy, where applicable. Click or tap here to enter text.
If no, please provide additional comments: Click or tap here to enter text.
	☐ Yes ☐ No

	9.
	Does your company have a policy or process providing a grievance and disciplinary mechanism for workers?
Please attach a link to or copy of the policy, where applicable. Click or tap here to enter text.
If no, please provide additional comments: Click or tap here to enter text.

	☐ Yes ☐ No
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	Task

	
	Book Workshops
	Workshop Promotion
	Workshop Delivery
	Monitoring, Evaluation, Reporting
	Deliverer Network
	Public Relations
	Program Maintenance

	Timing
	Nov-Feb
	Feb
	Ongoing
	Ongoing
	Ongoing
	Ongoing
	Ongoing

	Project Manager
	
	1. Setup workshops in Events Hub
2. Provide registration link to coordinator
3. Ensure MLA comms action EDM, social media, registration workflows, newsletter opportunities
	1. Post workshop materials 4 weeks prior to workshop
	
	
	1. Receive public enquiry about BWFW
2. Promote BWFW to prospective participants, hosts, deliverers
	1. Catalogue and action content updates
2. Coordinate printing of materials
3. Manage program budget

	National Coordinator
	1. Run comms campaign for hosts to book workshops for following calendar year
2. Put call to deliverers to book workshops and secure hosts for following calendar year, set as 15 place
3. Finalise delivery calendar 
4. Promote workshops
5. Collate EOI's to host and attend workshops. Workshop bookings outside of annual cycle will be considered, but not actively sought
	1. Develop promotional assets - flyer and social media tile
2. Provide assets to MLA Communications team, deliverer and host for promotion
3. Work with host and deliverer to drive promotion and engagement of networks.
4. Send targeted communication to participant EOI list when workshops are nearby
	1. Work with host to ensure venue is appropriately prepared
2. Work with deliverer to ensure they are appropriately prepared
3. Ensure sufficient participant numbers are met to confirm workshop going ahead (min 15)
	1. Ensure deliverer is prepared to capture evaluation data
2. Collate and analyse evaluation data against program KPI's
3. Report evaluation data to MLA 2 weeks prior to the end of quarter
4. Complete MLA milestone reporting requirements at agreed frequency
	1. Contract workshop deliverers
2. Assign deliverers to workshops based on geographic proximity
3. Manage deliverer performance (e.g. explore poor evaluations, assess deliveries, ensure timely and accurate invoicing and reporting)
4. Collate deliverer expressions of interest and coordinate train the trainer sessions as required. 
5. Collate and pay deliverer expenses and fees. Invoicing MLA monthly for total program costs.
	1. Receive public enquiry about BWFW
2. Promote BWFW to prospective participants, hosts, deliverers
3. Collate and manage participant EOI's
4. Manage participant, host and deliverer queries
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