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PART 1 — OVERVIEW OF THE REQUIREMENT

SECTION 1: OVERVIEW OF THE PROVISION OF ADULT MIGRANT ENGLISH PROGRAM
SERVICES

1 BACKGROUND INFORMATION

1.1.1  On 20 December 2017, the Home Affairs Portfolio, including the Department of Home Affairs
(the Department), was formally established.

1.1.2 The Home Affairs Portfolio brings together migration, cyber and infrastructure security and
resilience, and border-related functions, working together to keep Australia safe.

1.1.3 The Department is committed to ensuring the provision of high-quality settlement services,
which support migrants and humanitarian entrants in their transition to life in Australia.

1.1.4 Further information about the Department’s strategic direction and current work can be
viewed on the Department’s website www.homeaffairs.gov.au.

1.2  Adult Migrant English Program Overview

1.2.1  The Adult Migrant English Program (AMEP) is the Australian Government’s longest running
and largest settlement program. It provides English language tuition to eligible migrants and
humanitarian entrants to help them learn English language and settlement skills to increase
their social and economic participation in Australia. Participation in the AMEP is voluntary.
The AMEP is administered and funded by the Department and legislated under the
Immigration (Education) Act 1971 (the Act). The Act provides access to free English language
tuition to eligible visa holders if they do not have Vocational English and are not otherwise
excluded by legislation or policy settings from being provided with English tuition. The AMEP
is for migrants and humanitarian entrants aged 18 and over, however those aged between 15
and 17 years, who do not have Vocational English and whose needs are not met through
mainstream schooling, may also be eligible to participate in the AMEP.

1.2.2 The AMEP is delivered flexibly by contractors to respond to the individual learning goals and
circumstances of Clients, including Clients who have limited or no history of formal classroom
tuition, have no or low literacy in their home language/s, have experienced pre-migration
trauma, and those who live in remote and regional Australia.

1.2.3 The AMEP is an hourly tuition payment model based on Scheduled Attendance where the
Client has been marked as in attendance. The Contractor must factor costs associated with
Scheduled Tuition Breaks into their hourly tuition rate, in accordance with the relevant state
and territory Work Health and Safety requirements and any applicable industry sector
standards (refer to Section 3 — Detailed Description of Services and Attachment C — Pricing
Schedule).

1.2.4 The required delivery arrangements for AMEP Contractors, including program delivery
guidance, are further detailed in this Statement of Requirement and the SPIs (Appendix 1 to
the RFT COT).

1.3 Contract Regions
1.3.1 The AMEP is delivered nationally, with Services including Distance Learning, to be delivered
in 23 Contract Regions (CRs) which encompass the whole of Australia (see Appendix 2 to the

RFT COT). These CRs align with the Australian Statistical Geography Standard (ASGS)
Regions developed by the Australian Bureau of Statistics.

1.3.2 The need for geographical borders such as CRs is to ensure service delivery is spread
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equitably and that services are not clustered in highly populated areas (see Appendix 2 to the
RFT COT).

AMEP Client statistics are presented to provide the Contractor with an indication of the
degree of Client activity within each CR (Appendix 3 to the RFT COT).

The Department’s intention is that one (1) successful Contractor will provide the Services for
each Contract Region.

[Note to Tenderers: Tenderers may tender for one or more CRs. Each tender will be
evaluated as a stand-alone tender for each CR for which the Tenderer tenders. One
Contractor will be contracted for each CR.]

Policy and Legislative Framework

Eligibility and access to AMEP

1.4.1 The Migration Act 1958 relates to the entry into, and presence in, Australia of non-citizens,
and the departure or removal from Australia of non-citizens and certain other persons.
1.4.2 The Immigration (Education) Act 1971 states under section 4A Eligibility for English courses
that:
(a) A person is eligible for the purposes of this Act if he or she:
i. is in Australia; and
1. holds a permanent visa; or
2. holds a temporary visa of a class specified in a legislative instrument
made by the Minister; or
3. previously held a permanent entry permit or a permanent visa and
has become an Australian citizen; or
4. is aged under 18 years and has at least one (1) parent who has held
or holds a permanent entry permit or permanent visa; and
ii. does not have Vocational English (note: the Immigration (Education)
(Standards for Vocational English) Instrument may be updated to recognise
at least EAL Framework (Access) Certificate 11l as Vocational English for
AMEP purposes from 1 January 2026); and
iii. is not ineligible under section 4C or 4D.
(b) The Minister may, by legislative instrument, make a determination specifying a class of
temporary visa for the purposes of subparagraph (a)(i)(2).
1.4.3 The Immigration (Education) Act 1971 states under section 4B Obligation to provide tuition in
an English Course that:
(a) the Minister must provide, or arrange the provision of, tuition in an approved English
course to a person, while that person is eligible, if the person:
i. holds a permanent visa; and
ii. was aged at least 18 years on the first day the person was in Australia on or
after the day when the permanent visa came into effect; and
iii. has paid, or is exempt from paying, visa application charge under
section 45A of the Migration Act for the permanent visa; and
Department of Home Affairs RFT HOMEAFFAIRS/2165/RFT Page | 5

Attachment A — Statement of Requirement



https://www.legislation.gov.au/C1958A00062/latest/text
https://www.legislation.gov.au/Details/C2021C00210
https://www.legislation.gov.au/Details/F2021L00464
https://www.legislation.gov.au/Details/F2021L00464
https://content.vic.gov.au/sites/default/files/2023-10/22636VIC-22646VIC_EAL-Framework.pdf
https://www.legislation.gov.au/Details/F2021C01118
https://www.legislation.gov.au/Details/C2021C00210

iv. did not, at any time before the permanent visa came into effect, hold another
permanent visa while in Australia; and

V. is not excluded from the application of this section by the Immigration
(Education) Regulations 2018.

(b) This section does not limit section 4.

1.4.4 In accordance with the Immigration (Education) Act 1971, the Minister with responsibility for
the AMEP may specify procedures or standards for the definition of Vocational English.

1.4.5 Under the Immigration (Education) Act 1971, the Commonwealth’s obligation to provide
English tuition to an eligible person whose Visa Commencement Day is on or before
1 October 2020 continues until the person has reached Vocational English.

1.4.6 Under the Immigration (Education) Act 1971, the Commonwealth's obligation to provide
English tuition to an eligible person whose Visa Commencement Day is after 1 October 2020
continues until:

(a) the person has reached Vocational English;

(b) the person fails to register with the provider of an approved English course within
12 months after the Visa Commencement Day (for those under 18 years);

(c) the person fails to register with the provider of an approved English course within
six (6) months after the Visa Commencement Day (for those 18 years and over);

(d) the person fails to commence an approved English course within 12 months after the Visa
Commencement Day; or

(e) the end of the period of five (5) years starting on the person’s Visa Commencement Day.

1.4.7 The onus is on the eligible person whose Visa Commencement Day is after 1 October 2020
to meet the prescribed timeframes.

1.4.8 The Immigration (Education) Act 1971 also provides that the obligation under section 4B to
provide an eligible person with English tuition may be extended in certain prescribed
circumstances, in accordance with the Immigration (Education) Regulations 2018. For
example, an eligible person may be able to register later than the six (6) to 12 months after
the Visa Commencement Day.

1.4.9 The Australian Government continues to further improve English language, employment and
settlement outcomes for Clients. Further details about the AMEP, the legislative reforms and
consultations undertaken are at https://immi.homeaffairs.gov.au/settling-in-
australia/amep/about-the-program

[Note to Tenderers: This information is provided for background purposes only and
should not be taken to be a complete representation of the law or Commonwealth policy.
Tenderers are expected to seek their own professional advice in relation to this
information. Tenderers should note that legislative and policy changes may occur during
or after the release of this RFT].

2 OVERVIEW OF THE SERVICES

2.1 Overview of the Requirement

2.1.1 The Department seeks to engage suitably qualified Contractors to provide AMEP Services
(Services) to Clients and the Department, as specified in this Statement of Requirement and
in accordance with the SPIs (Appendix 1 to the RFT COT).
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2.1.2 Services must be provided by the Contractor in each CR that it is tendering for, as specified in
this Statement of Requirement and the Draft Services Agreement (Attachment E).

2.1.3 The Services must be provided by the Contractor as specified in this Statement of
Requirement, including but not limited to:

(a) Sites, Facilities, Equipment and Resources in accordance with paragraph 3.2
including:

i. providing the sites, facilities, equipment and learning resources necessary for
delivery of the AMEP.

(b) Commencement Process for Potential Clients in accordance with paragraph 3.3,
including:

i. undertaking Client registration, Initial Assessment, extension of Time Limits
(where applicable), entry interview (including initial Pathway Guidance set up)
and Enrolment.

(c) Client Exit in accordance with paragraph 3.4, including:

i. completing the exit process for each Client being legislatively exited from the
Program.

(d) English Language Tuition in accordance with paragraph 3.5, including:
i. flexible delivery modes, including;
1. Classroom Tuition - Face-to-Face Tuition and Virtual Participation;

a. can occur in formal, community and workplace settings (in
collaboration with community organisations and employers).

2. Mixed Mode Tuition; and
3. Distance Learning tuition.

[Note to Tenderers: Indicative Client data is set out in Appendix 3 to the
RFT COT].

(e) Curriculum in accordance with paragraph 3.6, including:

i. delivery using the AMEP national curriculum, the EAL Framework.

() Pathway Guidance and My AMEP Plan (MAP) in accordance with paragraph 3.7,
including:

i. to Clients, through the delivery of settlement, vocational and educational
advice and support, and referral to personal issues counselling and relevant
community support services or programs, as appropriate.

(g) Volunteer Tutor Scheme (VTS) in accordance with paragraph 3.8, including:

i. provision of additional informal English language assistance through trained
Volunteer Tutors, usually on a one-on-one basis, in a safe and mutually
suitable location, or online.

[Note to Tenderers: indicative VTS Client data is set out in Table 3 of
Appendix 3 to the RFT COT].

(h) AMEP Work Connect in accordance with paragraph 3.9, including:

i. provision of employment-focused English language tuition and related work
experience opportunities to familiarise Clients with Australian workplace
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culture and values.
() AMEP Innovate in accordance with paragraph 3.10, including:

i. at the invitation and approval of the Department, piloting initiatives and
projects to enhance Client English language, settlement and employment
outcomes. This may include, but is not limited to, facilitating smaller class
sizes targeted at specific cohorts, facilitating stronger connections with
community and employment groups, exploring new teaching or delivery
methods, or the use of new or updated technology (or both).

()) Child care services in accordance with paragraph 3.11, including:

i. the provision of, or the arrangement of the provision of, and ongoing
management of suitable and culturally appropriate Child care services and
placements to facilitate Client attendance at Face-to-Face Tuition and an
AMEP Work Connect work experience placement or similar in AMEP
Innovate; and

ii. Clients with Children up to and including six (6) years of age who are not
enrolled in compulsory schooling are eligible to access free Child care whilst
attending Face-to-Face Tuition or an AMEP Work Connect work experience
placement.

[Note to Tenderers: indicative annual data is set out in Tables 4, 5 and 6 of
Appendix 3 to the RFT COT].

(k) Professional Learning (PL) in accordance with paragraphs 3.12 and 3.14, including:
i. the delivery of annual in-house PL for AMEP teachers;

i. engaging with the Department and the Department’s AMEP Academy
Provider in the design, development and delivery of the AMEP Academy; and

iii. participation in or leading topic specific Communities of Practice.

() Resource Development in accordance with paragraphs 3.13 and 3.14, including:

i. provision of high quality educational resources required by the Contractor to
deliver the Services in line with the EAL Framework;

ii. utilising available supplementary resources provided by the Department such
as AMEPOnline and English Ready booklets to support delivery of the
AMEP; and

iii. participating in resource development, including as requested by the
Department or the Department’'s AMEP Academy Provider.

(m) Marketing and Promotion in accordance with paragraph 3.15, including:

i. actively marketing and promoting the Services to potential referring agencies
and Clients in accordance with the SPIs (Appendix 1 to the RFT COT);

ii. ensuring all AMEP marketing and promotional material is approved by the
Department;

iii. ensuring promotional material clearly acknowledges Commonwealth funding,
in accordance with the AMEP Brand Guidelines and the SPIs (Appendix 1 to
the RFT COT);

iv. maintaining current information and an accurate, user-friendly website and
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social media presence in accordance with the SPIs (Appendix 1 to the RFT
COT).

(n) Stakeholder Relationships in accordance with paragraph 3.16, including:

i. establishing and maintaining productive relationships with key stakeholders
such as settlement, education, skills and employment providers, local
community organisations, employers and other key stakeholders.

(o) Additional Services in accordance with paragraph 3.17, including:

i. upon the Department’s request, preparing and submitting to the Department
a proposal for the provision of Additional Services in the form notified by the
Department; and

ii. the provision of Additional Services may include such things as additional
guantities or frequency of Services, additional training, or projects relating to
the delivery of the Services.

(p) Transitional Arrangements for Transferring Clients and Former Clients in
accordance with paragraphs 3.3 and 3.19, including:

i. undertaking a Commencement Process and Placement Review for each
Transferring Client and Former Client in accordance with paragraph 3.19; and

ii. providing all Services to Transferring Clients and Former Clients (or both) for
their CR, in accordance with this Statement of Requirement.

[Note to Tenderers: indicative annual data is set out in Appendix 3 to the
RFT COT.]

(q) Contract Relationship Management, Meetings and Reporting in accordance with
paragraphs 4.1 to 4.4, including fulfilment of all meeting and reporting requirements.

() Planning and Program Implementation in accordance with paragraphs 4.4 to 4.18,
including developing, adhering to and the regular updating of a suite of plans and
documents in relation to the provision of the Services.

(s) Business Quality Assurance in accordance with paragraphs 4.16 including:

i. adhering to the VET Quality Framework and complying with all its
components;

ii. adhering to the requirements of the EAL Framework curriculum; and

iii. maintaining a quality management system.

() Complying with the AMEP Performance Management Framework in accordance with
paragraphs 4.17, 4.18, 4.19 and 4.20, including:

i. participating in regular contract management meetings and fulfilling all
reporting requirements;

ii. participating in the AMEP Quality Assurance Program;
iii. co-operating with Internal and External Audits and
iv. performance measurement against Key Performance Indicators.
(u) ICT Systems, IMS and Data in accordance with paragraphs 4.8, 4.21 to 4.24, including:
i. provision of ICT policies and procedures;

i. utilising the Department’s IMS (being the IMS most recently notified by the
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Department and as updated from time to time) and ensuring that all required
information/data is recorded in this system and exchanged with the
Department;

iii. implementing and maintaining any systems (or additional systems) required
in order to meet the Contractor’s obligations under the Draft Services

Agreement (Attachment E), which meet the minimum ICT requirements set
by the Department;

iv. complying with the privacy requirements, as directed by the Department;

V. meeting Departmental ICT and security requirements as updated and varied
by notice from the Department to the Contractor from time to time;

Vi. utilising the required user authentication solution;

Vil. complying with the required security requirements; and

viii. complying with the IMS Data Exchange Protocol (see Appendix 6 to the RFT
COT).

(v) the Department will notify the Contractor of its requirements for information management
and the IMS from time to time. The Department will provide advance notice to the
Contractor of any changes required to ICT systems or the IMS before implementing those
changes.

[Note to Tenderers: the Department’s Information Management System (IMS) is
expected to be functional from the Commencement Date and will be operational from
the Service Delivery Date (1 January 2026). There will be updates to the IMS required
from time to time during the Contract Term. For IMS information and requirements,
Tenderers should refer to the IMS Solution for Data Management at Section 10 of the
SPIs, Appendix 1 to the RFT COT.]

2.2 General Services Requirements

2.2.1 Itis a Condition for Participation in this RFT that the Tenderer must, at the Closing Time, be a
Registered Training Organisation (RTO) registered with at least one of the following
regulatory bodies:

(a) Australian Skills Quality Authority (ASQA), see http://www.asga.gov.au;

(b) Victorian Registration and Qualifications Authority (VRQA), see
http://www.vrga.vic.gov.au; or

(c) Training Accreditation Council (TAC), Western Australia, see http://www.tac.wa.gov.au.

2.2.2 The Contractor must have the AMEP national curriculum, i.e. the EAL Framework (see the
EAL Framework on their scope of registration, as evidenced by the tendering organisation on
Skills: training.gov.au, or provide details of how the Contractor will have the EAL Framework
on their scope of registration prior to the Service Delivery Date (see Attachment F — Glossary)
as detailed in Section 3 — Detailed Description of Services.

[Note to Tenderers: To deliver qualifications within the EAL Framework, RTOs must
apply to their regulatory body to get the curriculum on scope. Tenderers are notified
that a new qualification for their scope of registration can take time. Tenderers are
encouraged to allow sufficient time to satisfy this requirement, if required, for their
Tender response. For example, ASQA states on their website that they will process
change of scope applications within six months, subject to the application being
complete on submission. The time that an RTO may take to prepare the required
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resources will depend on a range of factors, such as familiarity with the curriculum,
staffing and availability of resources. Further information is provided on the websites
of each regulatory body, as follows:

(&) ASQA: https://www.asga.qgov.au/rto/change-scope-registration/add-items-scope-
registration

(b) VRQA: https://www.vrga.vic.qgov.au/VET/Pages/determining-scope-of-
registration.aspx

(c) TAC: https://www.tac.wa.gov.au/registration/Changestoreqgistration/Addnewitems/P
ages/default.aspx.

Paragraph 2.2 should be read in conjunction with ‘Conditions for Participation’ and
‘Essential Requirements’ in Part 1 of the RFT Conditions of Tender - RFT Details and
the SPIs (Appendix 1 to the RFT COT).]

2.3 Required Skills or Knowledge

Service Delivery and Personnel Requirements

2.3.1 The Services and related program delivery guidance are further detailed within the SPIs
(Appendix 1 to the RFT COT).

2.3.2 In delivering the Services to Clients, the Contractor must:

(a) provide all Services in accordance with the Draft Services Agreement (Attachment E) and
this Statement of Requirement, including the SPIs (Appendix 1 to the RFT COT);

(b) comply with all applicable laws and policies, state and territory Legalisation, relevant
Australian industry standards, best practice and;

(c) provide suitable Personnel (including Personnel approved by the Department in
accordance with paragraph 2.3.3). Personnel include:

i. officers, directors, employees, volunteers, teachers, agents, temporary
contractors;

ii. any Subcontractor and the Subcontractor’s officers, directors, employees,
agents and temporary contractors;

iii. Child care workers not included in the subcontract arrangements;

iv. any other person employed or engaged by the Contractor, or Subcontractors,
in the performance of the Services, and

(d) ensure sufficient numbers of appropriately qualified and experienced personnel are
employed to meet contractual obligations;

(e) ensure teachers, assessors and all other relevant Personnel have the requisite
qualifications to deliver the EAL Framework, in line with the ASQA, VRQA, TAC or the
relevant Australian accrediting organisation’s specifications;

(f) ensure teachers and assessors are assessed for Training and Assessment (TAE)
exemption under a diploma or higher level qualification in adult education requirement as
part of the RTO Standards, where required;

(g) ensure itis prepared at all times, to provide the Services in the volumes, at the levels,
and to the standard as offered in its Tender Response;

(h) provide Volunteer Tutors and ensure that volunteers receive initial and ongoing training,
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with a minimum of 15 hours of initial training per Volunteer Tutor, which includes:
i. cultural awareness training;
. information about the AMEP;

iii. information about English as an additional language (EAL) teaching
pedagogy, curriculum planning advice and delivery methods; and

iv. information about adult learning styles and relevant teaching strategies.
(i) provide Pathway Guidance Officers (PGOs) and ensure that PGOs:

i. are suitably qualified in educational, vocational, social work, counselling or
related fields, and eligible to apply for professional registration/accreditation
in their field;

ii. have experience working with people from culturally and linguistically diverse
backgrounds; and

iii. have a thorough knowledge of the services available in the local vicinity,
including, but not limited to:

1. settlement and community support services and related Contractors;

2. mainstream education and employment services and related
Contractors;

3. local employers and industries;

4. local community organisations, including but not limited to, refugee
support services, community capacity building and culturally and
linguistically diverse (CALD) support networks; and

5. the Vocational Education and Training sector.

() provide administrative support staff to assist with the provision of the Services, including,
but not limited to:

i. Client registration, including verifying the Client’s identity and verifying their
eligibility for the AMEP;

ii. telephone enquiries and feedback;
iii. mail and email management;
iv. creating and updating Client Records as required;

V. entering information into the IMS as detailed in paragraph 4.22;

Vi. transitioning and implementing any changes required in order to meet
Departmental IMS and security requirements and any new IMS from time to
time;

Vil. the provision of, or arrangement of the provision and ongoing management of

all related Child care services and placements;

viii. communications and stakeholder engagement, including marketing and
promotion;

iX. organisation of AMEP Work Connect work experience placements;
X. exiting Clients from the AMEP; and

Xi. managing post AMEP referrals.
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(k) ensure that all Personnel meet the requirements of any relevant legislation regarding the
screening or checking of people who have contact with Children or other vulnerable
people.

() ensure that all Personnel, Clients and their family members are treated with respect
regardless of their gender, lifestyle, interests, religious or cultural backgrounds or beliefs,
and that equitable access to services is maintained, in accordance with the Australian
Public Service (APS) Code of Conduct and APS Values set out in the Public Service Act
1999.

If the Contractor is, or has been, unable to engage Personnel with the qualifications specified
in paragraph 2.3.2(e), the Contractor may request the Department to approve the
engagement of Personnel with other suitable qualifications.

If the Department receives a request in accordance with paragraph 2.3.3, the Department:

(a) must decide whether it will, or will not, provide its approval as soon as reasonably
practicable; and

(b) if it grants approval, may decide to impose limitations or conditions on that approval.

The Department may, by written notice to the Contractor, withdraw, or impose further
conditions on, its approval of the engagement of Personnel with qualifications other than
those specified in paragraph 2.3.2(e) if such Personnel are not performing as required.

If the Department provides its approval for the engagement of Personnel with qualifications
other than those specified in paragraph 2.3.2(e), then throughout any period the approval is in
effect and subject to paragraph 2.3.5, those Personnel shall be taken to have met the
gualification requirements specified by paragraph 2.3.2(e).

The Contractor must, if required by the Department, within 30 Business Days of
commencement of each of the Personnel engaged by the Contractor to deliver tuition or to
conduct assessments, provide evidence to the Department or the Department’s Quality
Assurance Provider (or both) that the Personnel engaged have the required qualifications.

Timeframes

The Contractor is expected to be engaged to provide the Services in accordance with the
following indicative timetable:

(a) Contract Commencement Date — 5 August 2025.
(b) Transition-in commences — 6 August 2025.
(c) Service Delivery Date — 1 January 2026.

A detailed proposed timetable for implementation will be included in the Contract Transition-In
Plan Approved by the Department, in accordance with paragraph 4.5.

[Note to Tenderers: The Department intends that the Draft Services Agreement
(Attachment E) (and some transition-in activities) will commence from the
Commencement Date, as the Department requires the provision of the Services to
commence from 1 January 2026. Transition-in will be further developed and agreed
with the successful Tenderer/s depending on its proposed solution and the
arrangements with the current provider/s.]

Payment for Services Delivered

AMEP will be funded through hourly tuition payments, based on Scheduled Attendance where
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the Client has been marked as in attendance, and associated Client support services. The
Contractor must factor costs associated with Scheduled Tuition Breaks into their hourly tuition
rate, in accordance with the relevant state and territory Work Health and Safety requirements,
and any applicable industry sector standards. Further details of AMEP funding and payments
are at Attachment C — Pricing Schedule.

3 DETAILED DESCRIPTION OF SERVICES

3.1 Service Delivery

3.1.1 The Contractor must deliver the AMEP in accordance with this Statement of Requirement and
the SPIs (Appendix 1 to the RFT COT).

3.1.2 The Contractor must, at its own cost, source interpreting and translating services where a
Client requires English language assistance, in accordance with paragraph 3.3.4.

3.1.3 National Accreditation Authority for Translators and Interpreters (NAATI) certified translators
and interpreters should be used where possible, in accordance with the SPIs (Appendix 1 to
the RFT COT).

3.1.4 The Contractor must have in place appropriate plans, procedures and guidelines to support
successful delivery of the Services, in accordance with paragraph 4.4 and the SPIs (Appendix
1 to the RFT COT).

3.1.5 The Contractor must deliver Services within one (1) or more of the CRs (Appendix 2 to the
RFT COT). The Contractor must have demonstrated capability and capacity to deliver the
Services below.

3.2 Sites, Facilities, EqQuipment and Resources

3.2.1 The Contractor must provide the sites, facilities, equipment and learning resources necessary
for the delivery of the AMEP, in accordance with clause 5.4 of Attachment E - Draft Services
Agreement, including but not limited to:

(a) facilities in accordance with the relevant and applicable Commonwealth, state, territory
and local government legislative standards. Facilities must be located to the extent
possible in areas where Clients live or work, or be accessible by public transport (or
both);

(b) facilities and equipment that are maintained and in good working order and meet the
learning needs of Clients, including computers connected to the internet at all sites; and

(c) sufficient quantity of high-quality learning resources appropriate to the EAL Framework
curriculum.

3.2.2 The Contractor must supply the Services specified, within the CRs at the Sites, approved in
accordance with the provisions of the clause 5.4 of the Draft Services Agreement (Attachment
E). Services must be supplied on the conditions and at the times, if any, specified in the Draft
Services Agreement (Attachment E).

3.2.3 The Contractor must ensure the Sites approved in accordance with the provisions of clause
5.4 of the Draft Services Agreement (Attachment E):

(a) meet all applicable work, health and safety standards;

(b) contain, or have available, all equipment and facilities, including, for example, internet
and telephone access, necessary for the satisfactory provision of the Services;
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(c) have private interview facilities;

(d) have clear signage;

(e) are generally suitable for the provision of the Services;

(f) are maintained to a high professional standard; and

(g) display and use Commonwealth branding, logos and promotional material;
i. as required;
ii. to the standard required; and

iii. on the conditions specified by the Commonwealth
3.2.4 The Contractor must not change the Sites at which the Contractor supplies the Services
without the Commonwealth’s prior written approval.

3.3 Commencement Process for Potential Clients

3.3.1 The Contractor must undertake the Commencement Process for Potential Clients before they
receive Tuition.

3.3.2 The Contractor must, within the timeframes specified in the SPIs (Appendix 1 to the RFT
COT), make arrangements for each Potential Client to undertake a Commencement Process
at a Site specified in the Draft Services Agreement (Attachment E) that is within 50 kilometres
of the Potential Client’s residential address unless:

(a) the person’s residential address is more than 50 kilometres from any Site; or

(b) the person is unable to attend in person due to physical, cultural, religious, employment,
care-giver reasons, or, for other reasons beyond their control; or

(c) Commonwealth, State or Territory restrictions, recommendations or mandates
(including public health);

in which case, the Contractor must conduct a remote Commencement Process via telephone
or internet video link in accordance with the SPIs (Appendix 1 to the RFT COT).

3.3.3 For the purposes of the Commencement Process identified in paragraph 3.3 the Contractor
must conduct, including but not limited to, the following steps:
(@) Client registration - register the Potential Client in accordance with the process set out

in paragraph 3.3.4 and the SPIs (Appendix 1 to the RFT COT);

(b) Initial Assessment - conduct an Initial Assessment of the Potential Client’s English
language proficiency in accordance with paragraph 3.3.6 to 3.3.7 and the SPIs
(Appendix 1 to the RFT COT);

(c) extension of Time Limits - where appropriate, apply for an extension of timeframes in
accordance with paragraph 3.3.8 to 3.3.10 and the SPIs (Appendix 1 to the RFT COT);

(d) entry interview - where the Potential Client satisfies the Eligibility Criteria, conduct an
Entry Interview with the person in accordance with paragraph 3.3.11 to 3.3.13 and the
SPIs (Appendix 1 to the RFT COT); and

(e) Enrolment - enrol the Client in the appropriate AMEP tuition option and delivery mode in
accordance with paragraph 3.3.14 to 3.3.16 and the SPIs (Appendix 1 to the RFT COT).

Client Registration

3.3.4 The Contractor must register every Client, in accordance with the SPIs (Appendix 1 to the
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RFT COT), including but not limited to the following activities:
(a) assess the Potential Client to determine whether they meet Eligibility Criteria;

(b) confirm the identity of the client, and sight any original documentation as required by the
SPIs (Appendix 1 to the RFT COT);

(c) where the circumstances require it, arrange NAATI certified interpreters or bilingual
support (or both) to assist the Potential Client; and

(d) if the Potential Client:

i. is not eligible to receive any part of the Services:
1. advise the Potential Client of their ineligibility; and
2. record the ineligibility result in the Department’s IMS;
3. advise the Potential Client of the outcome.

ii. satisfies the Eligibility Criteria:
1. advise the Potential Client of their eligibility;
2. record their eligibility in the Department’s IMS;

3. arrange for the Potential Client to undertake an Initial Assessment in
accordance with paragraph 3.3.6 to 3.3.7 and the SPIs (Appendix 1 to
the RFT COT).

4. advise Potential Client of the outcome.

3.3.5 The Contractor must record all Potential Client deferrals in accordance with the SPIs
(Appendix 1 to the RFT COT).

Initial Assessment

3.3.6  Once the Potential Client has been registered, the Contractor must conduct an Initial
Assessment by assessing the Pote