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Statement of Requirements 
Workplace relations policy updates (SRC005491) 
Statement of Requirements 
The AEC is seeking services from a suitably experienced provider to support the Agency in implementing a 
range legislatively required workplace relations policy updates. The scope of work includes: 

1. Updating the Work Health and Safety Policy (last updated 2018) to support employee 
understanding of work health and safety duties and ensure compliance with the obligations set out 
in the Work Health and Safety Act 2011, Work Health and Safety Regulations 2011, and relevant 
codes of practice.  

a. Updating existing identified work health and safety policy supporting artefacts to ensure 
alignment with the changes made to the work health and safety policy. 

2. Updating the Respect at Work Policy (last updated 2020) to ensure compliance with the 
overarching legislative obligations in relation to workplace sexual harassment and gender-based 
discrimination set out in the Work Health and Safety Act 2011, the Sex Discrimination Act 1984, and 
the Fair Work Act 2009. 

a. Updating existing respect at work policy supporting artefacts to ensure alignment with the 
changes made to the respect at work policy.  

i. It is recognised that due to the outdated nature of these, they may not return as full 
documents in the same format in which they are provided. 

3. Develop Right to Disconnect communications to AEC employees.  

4. With consideration to where we are in the electoral cycle, draft tailored communication material to 
specific cohorts to advise of the policy updates, including any mandatory ‘call to action’ steps 
specific to each cohort. 

5. The AEC expects there will a maximum of ten stakeholder interviews up to a maximum of 7.5 hours 
to meet with the policy owners or required stakeholders, in addition to the deliverables outlined. 

6. The AEC expects weekly virtual check ins of no more than 30 minutes each to be included. 

Term  
1. Proposed start date: Monday 14 April 2025  

2. Proposed end date: Friday 30 May 2025 

3. No available extension options 

Timelines 

Activity Date 

Approach to market open 12pm Wednesday 2 April 

Questions close 2pm AEDT Friday 4 April 

Approach to market close 11pm AEST Sunday 6 April  

Negotiations Wednesday 9 April  

Supplier signature Friday 11 April 

Agency signature Friday 11 April  

Commencement Monday 14 April  

Deliverables due 11pm AEST Sunday 27 April 
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Required deliverables 

1 Updated Work Health and Safety Policy 

2 Updated Fatigue Prevention and Management Policy 

3 Updated Work Health Safety Due Diligence Manual (includes the Framework) 

4 Updated Work, Health, Safety and Wellbeing Statement of Commitment^ 

5 Updated Respect at Work Policy 

6 Updated Respect at Work Policy Attachment A – Allegation Notification Process* 

7 Updated Respect at Work Policy Attachment B - Allegation Notification Form* 

8 Updated Respect at Work Policy Attachment C – Bullying, Discrimination and Harassment* 

9 Updated Respect at Work Policy Attachment D – Workplace Contact Officers Role and Guidance* 

10 Updated Respect at Work Policy Attachment E – Respectful Communication – Self Assessment Tool* 

11 Updated Respect at Work Policy Attachment F – How you can contribute to a respectful workplace* 

12 Updated Respect at Work Policy Attachment G – Frequently Asked Questions* 

13 Updated Right to Disconnect FAQs 

14 New Right to Disconnect supporting managers checklist  

15 Tailored draft communication for Senior Executive Service Band 1 and Band 2 

16 Tailored draft communication for Australian Electoral Officers  

17 Tailored draft communication for Executive Level 2s 

18 Tailored draft communication for All staff/officers 

* It is recognised that due to the outdated nature of these, they may not return as full documents in the same 
format in which they are provided.  

^ Will require a meeting to discuss content with an appropriate representative before drafting. 

Contact 
1.  ( aec.gov.au) and  ( aec.gov.au).  s 22 s 22s 22 s 22



# Title
1 Work Health and Safety Policy
2 Fatigue Prevention and Management Policy
3 Work Health and Safety (WHS) Due Diligence Manual (includes the Framework)
4 Work Health and Safety Statement of Commitment
5 Respect at Work Policy
6 Updated Respect at Work Policy Attachment A – Allegation Notification Process
7 Updated Respect at Work Policy Attachment B – Allegation Notification Form 
8 Updated Respect at Work Policy Attachment C – Bullying, Discrimination and Harassment
9 Updated Respect at Work Policy Attachment D – Workplace Contact Officers Role and Guidance

10 Updated Respect at Work Policy Attachment E – Respectful Communication – Self Assessment Tool 

11 Updated Respect at Work Policy Attachment F – How you can contribute to a respectful workplace 

12 Updated Respect at Work Policy Attachment G – Frequently Asked Questions
13 Right to disconnect FAQs
14 Right to Disconnect supporting managers checklist (new)
15 Tailored draft communication for Senior Executive Service Band 1 and Band 2 (new)
16 Tailored draft communication for Australian Electoral Officers (new)
17 Tailored draft communication for Executive Level 2s (new)
18 Tailored draft communication for All staff/officers (new)





















From:
To:  Sally So; 
Cc:  Vidya Vasudevan
Subject: RE: SPECIAL REQUEST: Prioritised review of SRC005491 [SEC=OFFICIAL:Sensitive]
Date: Thursday, 27 March 2025 10:09:00 AM

Thank you very much, 

 (she/her)
Director | Strategic Priorities
Enabling and Regulation Group
m: 

From: Strategic Sourcing < aec.gov.au> 
Sent: Thursday, 27 March 2025 9:20 AM
To:  < aec.gov.au>; Sally So < aec.gov.au>; 

 < aec.gov.au>
Cc: Strategic Sourcing < aec.gov.au>; 
< aec.gov.au>; Vidya Vasudevan < aec.gov.au>
Subject: RE: SPECIAL REQUEST: Prioritised review of SRC005491 [SEC=OFFICIAL:Sensitive]

Thanks 

We’ll take a look this morning and let you know if there are any issues.

From:  < aec.gov.au> 
Sent: Wednesday, 26 March 2025 7:58 PM
To: Sally So < aec.gov.au>;  < aec.gov.au>
Cc: Strategic Sourcing < aec.gov.au>; 
< aec.gov.au>; Vidya Vasudevan < aec.gov.au>
Subject: SPECIAL REQUEST: Prioritised review of SRC005491 [SEC=OFFICIAL:Sensitive]
Importance: High

Dear Sally and 

Firstly, please accept my apologies for coming to you both directly with this request. I do
so as there is a level of urgency required for a procurement (SRC005491) to remediate
identified workplace relations legislative non-compliance promptly/before the Federal
Electoral to reduce agency risk. My ask is: Can your team please prioritise review of
SRC005491 asap and provide extra support in navigating this procurement through?
While I recognise it is not best practice, I plan to concurrently seek delegate review of
the Business Case and Draft Contract to speed up the process as much as possible.

If you require more information in relation to the urgency, please reach out anytime.

Thank you for your consideration of this matter.

Kind regards,
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From:
To:
Subject: FW: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
Date: Thursday, 27 March 2025 10:37:00 AM
Importance: High

For vis/review/discussion please.
 

 (she/her)
Director | Strategic Priorities
Enabling and Regulation Group
m:  | p: 
 
From:  
Sent: Wednesday, 26 March 2025 8:28 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
ideal, nor preferred, but given the legislative compliance element, it is the best available
option for our circumstances.
 
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March
Strategic Sourcing Stage 2 review By COB Tuesday 1 April
Formal delegate approval Finalised COB Thursday 3 April
ATM issued/open Friday 4 April
ATM close Monday 7 April
Negotiations Wednesday 9 April
Supplier signature Friday 11 April
Agency signature Friday 11 April
Commencement Monday 14 April
Deliverables due 11pm AEST Sunday 27 April
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From:
To:
Subject: Statement of requirements - Workplace relations policy updates (A5726369).docx
Date: Thursday, 27 March 2025 11:45:00 AM
Attachments: 1. Business case - Workplace relations policy updates (A5726369).docx
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Given the circumstances above an important element in determining how we
approach meeting the requirement we have is to identify a provider that is
immediately available with the capability and capacity to very quickly support our
requirement. The circumstances constrain our options for approaching the
activity.

 
Looking beyond this immediate piece of work, I anticipate that there will be further
efforts beyond meeting the essential requirements that will remain in our program of
work to be picked up after the election. We may complete the further program of work
using AEC resources, and there may be elements which we seek to procure expertise
to support. If we are undertaking further procurements for this program of work beyond
the election, then we will most certainly be testing the market appropriately.
 
Thanks very much.
 
Rachael.
 
From:  < aec.gov.au> 
Sent: Wednesday, March 26, 2025 8:28 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
ideal, nor preferred, but given the legislative compliance element, it is the best available
option for our circumstances.
 
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March
Strategic Sourcing Stage 2 review By COB Tuesday 1 April
Formal delegate approval Finalised COB Thursday 3 April
ATM issued/open Friday 4 April
ATM close Monday 7 April
Negotiations Wednesday 9 April
Supplier signature Friday 11 April
Agency signature Friday 11 April
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From:
To:
Subject: FW: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Date: Monday, 31 March 2025 3:28:00 PM
Attachments: Indigo - Procurement process and timeframes (LH) - Sept 2024.pdf

Hi 
 
Can we please discuss you converting the below into the attached.
 

 (she/her)
Director | Strategic Priorities
Enabling and Regulation Group
m: | p: 
 
From:  
Sent: Monday, 31 March 2025 3:25 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: RE: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
[SEC=OFFICIAL]
 
Hi Rachael,
 
Thanks very much.
 
I have included new text as highlighted in yellow italics below.
 
To allow for meetings with key stakeholders, I have now included an addition to the
business case, draft contract and statement of requirements as follows:
 

The AEC expects there will a maximum of one day (7.5 hours) of stakeholder
interviews as part of this procurement to meet with the policy owners or required
stakeholders, in addition to the deliverables outlined.

 
I understand due to a TechOne glitch, you may have inadvertently approved the
TechOne workflow prior to these updates. As such, I have ‘re-started State 1
procurement plan’ which triggers a reversal, creates an ‘unusual event’ and goes back
to Strategic Sourcing for their review. I’ve spoken to  from Strategic Sourcing
who has now reviewed this iteration and he has kindly now pushed back to you for your
formal approval in TechOne.
 
For completeness (and for future me when process mapping this), an updated schedule
for this procurement is below, and @  for planning purposes, please see
Rachael inputs highlighted in aqua:
 
# Requirement Date (outside

standard dates for
this)

Responsibility

1 Business case (inc. eval plan and
risk assessment), RFQ

Wednesday 26 March Business area
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in accordance with the CPRs and government and community expectations more
broadly. When I consider why it is that we (I) would consider a second limited tender,
the situation that comes to mind for me is:

the same considerations (including shallow market capacity) that informed the
initial limited tender largely remain in play

Workplace relations legislation has undergone change in the last 12
months; therefore, the market of suitably experienced suppliers is assessed
to be shallow and therefore unlikely to have the capacity and capability at
this time.

we entered the first activity in discovery mode and if we had known what we
would discover (which we didn’t) the first procurement may have been broader in
its requirements

This procurement addresses elements discovered in the first procurement.
If we had known what we would discover in that initial procurement, the
initial scope would have been broader in its requirements.

we seek to quickly position the agency with respect to important compliance
requirements because:

it is an essential obligation to our staff which we must meet, full stop
and with the election imminent we must meet this essential obligation in the
most effective way possible noting the obvious constraints

Given the circumstances above an important element in determining how we
approach meeting the requirement we have is to identify a provider that is
immediately available with the capability and capacity to very quickly support our
requirement. The circumstances constrain our options for approaching the
[market more broadly for this] activity.

 
Looking beyond this immediate piece of work, I anticipate that there will be further
efforts beyond meeting the essential requirements that will remain in our program of
work to be picked up after the election. We may complete the further program of work
using AEC resources, and there may be elements which we seek to procure expertise
to support. If we are undertaking further procurements for this program of work beyond
the election, then we will most certainly be testing the market appropriately.
 
Thanks very much.
 
Rachael.
 
From:  < aec.gov.au> 
Sent: Wednesday, March 26, 2025 8:28 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
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limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
ideal, nor preferred, but given the legislative compliance element, it is the best available
option for our circumstances.
 
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March
Strategic Sourcing Stage 2 review By COB Tuesday 1 April
Formal delegate approval Finalised COB Thursday 3 April
ATM issued/open Friday 4 April
ATM close Monday 7 April
Negotiations Wednesday 9 April
Supplier signature Friday 11 April
Agency signature Friday 11 April
Commencement Monday 14 April
Deliverables due 11pm AEST Sunday 27 April
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March

 
We are at Stage 1 of this procurement, and the highlighted documents below are
available for your consideration.

 
Stage 1 – Strategic Sourcing > Delegate
Stage 2 – Strategic Sourcing > Finance > Delegate 

 
To support the approval process, please see a snapshot of key information regarding
this contract.
 
Reason for delegate approving:
☒ Delegate threshold (value) – FAC approval is required due to the perceived conflict
of interest, and the risk that this procurement if it doesn’t go ahead promptly, could
mean the AEC is not compliant with a range of workplace relations legislative
obligations
☐ Future year commitment (crossover to new financial year)
 
Stage:
☒  Stage 1 – Approval to Approach the Market – 1. Business case details - Objective
and 2. Draft contract
☐  Stage 2 – Approval to Commit Relevant Funds
 
Who has endorsed this to date:
☒ Director:  at the request of the Chief People Officer Vidya Vasudevan
 
I confirm:
☒ that funds are available for this contract under the 5100 cost centre and have
discussed the status of the budget with the finance team prior to submitting this for
approval.

s 22





From: Rachael Spalding
To:
Cc:   
Subject: RE: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Date: Monday, 31 March 2025 8:23:38 PM

Thanks very much  – I’ve approved the ATM in TechOne.
 
Rachael.
 
From:  < aec.gov.au> 
Sent: Monday, March 31, 2025 3:25 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>;  < aec.gov.au>;

 < aec.gov.au>
Subject: RE: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
[SEC=OFFICIAL]
 
Hi Rachael,
 
Thanks very much.
 
I have included new text as highlighted in yellow italics below.
 
To allow for meetings with key stakeholders, I have now included an addition to the
business case, draft contract and statement of requirements as follows:
 

The AEC expects there will a maximum of one day (7.5 hours) of stakeholder
interviews as part of this procurement to meet with the policy owners or required
stakeholders, in addition to the deliverables outlined.

 
I understand due to a TechOne glitch, you may have inadvertently approved the
TechOne workflow prior to these updates. As such, I have ‘re-started State 1
procurement plan’ which triggers a reversal, creates an ‘unusual event’ and goes back
to Strategic Sourcing for their review. I’ve spoken to  from Strategic Sourcing
who has now reviewed this iteration and he has kindly now pushed back to you for your
formal approval in TechOne.
 
For completeness (and for future me when process mapping this), an updated schedule
for this procurement is below, and @  for planning purposes, please see
Rachael inputs highlighted in aqua:
 
# Requirement Date (outside

standard dates for
this)

Responsibility

1 Business case (inc. eval plan and
risk assessment), RFQ
documentation (draft contract and
statement of requirement)

Wednesday 26 March Business area

2 Stage 1 review A Thursday 27 March Strategic Sourcing
3 Stage 1 review B Friday 28 March Delegate
4 Updates made Monday 31 March Business area
5 Stage 1 TechOne approval Monday 31 March Delegate
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months; therefore, the market of suitably experienced suppliers is assessed
to be shallow and therefore unlikely to have the capacity and capability at
this time.

we entered the first activity in discovery mode and if we had known what we
would discover (which we didn’t) the first procurement may have been broader in
its requirements

This procurement addresses elements discovered in the first procurement.
If we had known what we would discover in that initial procurement, the
initial scope would have been broader in its requirements.

we seek to quickly position the agency with respect to important compliance
requirements because:

it is an essential obligation to our staff which we must meet, full stop
and with the election imminent we must meet this essential obligation in the
most effective way possible noting the obvious constraints

Given the circumstances above an important element in determining how we
approach meeting the requirement we have is to identify a provider that is
immediately available with the capability and capacity to very quickly support our
requirement. The circumstances constrain our options for approaching the
[market more broadly for this] activity.

 
Looking beyond this immediate piece of work, I anticipate that there will be further
efforts beyond meeting the essential requirements that will remain in our program of
work to be picked up after the election. We may complete the further program of work
using AEC resources, and there may be elements which we seek to procure expertise
to support. If we are undertaking further procurements for this program of work beyond
the election, then we will most certainly be testing the market appropriately.
 
Thanks very much.
 
Rachael.
 
From:  < aec.gov.au> 
Sent: Wednesday, March 26, 2025 8:28 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
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Enabling and Regulation Group
m: | p: s 22s 22
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Statement of Requirements 
Workplace relations policy updates (SRC005491) 
Statement of Requirements 
The AEC is seeking services from a suitably experienced provider to support the Agency in implementing a 
range legislatively required workplace relations policy updates. The scope of work includes: 

1. Updating the Work Health and Safety Policy (last updated 2018) to support employee 
understanding of work health and safety duties and ensure compliance with the obligations set out 
in the Work Health and Safety Act 2011, Work Health and Safety Regulations 2011, and relevant 
codes of practice.  

a. Updating existing identified work health and safety policy supporting artefacts to ensure 
alignment with the changes made to the work health and safety policy. 

2. Updating the Respect at Work Policy (last updated 2020) to ensure compliance with the 
overarching legislative obligations in relation to workplace sexual harassment and gender-based 
discrimination set out in the Work Health and Safety Act 2011, the Sex Discrimination Act 1984, and 
the Fair Work Act 2009. 

a. Updating existing respect at work policy supporting artefacts to ensure alignment with the 
changes made to the respect at work policy. 

3. Develop Right to Disconnect communications to AEC employees.  

4. With consideration to where we are in the electoral cycle, draft tailored communication material to 
specific cohorts to advise of the policy updates, including any mandatory ‘call to action’ steps 
specific to each cohort. 

5. The AEC expects there will a maximum of one day (7.5 hours) of stakeholder interviews as part of 
this procurement to meet with the policy owners or required stakeholders, in addition to the 
deliverables outlined. 

Term  
1. Proposed start date: Monday 14 April 2025  

2. Proposed end date: Friday 30 May 2025 

3. No available extension options 

Timelines 

Activity Date 

Approach to market open Tuesday 1 April 

Approach to market close Friday 4 April  

Negotiations Wednesday 9 April  

Supplier signature Friday 11 April 

Agency signature Friday 11 April  

Commencement Monday 14 April  

Deliverables due 11pm AEST Sunday 27 April 
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Required deliverables 

1 Updated Work Health and Safety Policy 

2 Updated Fatigue Prevention and Management Policy 

3 Updated Work Health Safety Due Diligence Manual (includes the Framework) 

4 Updated Work, Health, Safety and Wellbeing Statement of Commitment 

5 Updated Respect at Work Policy 

6 Updated Respect at Work Policy Attachment A – Allegation Notification Process 

7 Updated Respect at Work Policy Attachment B - Allegation Notification Form  

8 Updated Respect at Work Policy Attachment C – Bullying, Discrimination and Harassment 

9 Attachment D – Workplace Contact Officers Role and Guidance 

10 Updated Respect at Work Policy Attachment E – Respectful Communication – Self Assessment Tool 

11 Updated Respect at Work Policy Attachment F – How you can contribute to a respectful workplace 

12 Updated Respect at Work Policy Attachment G – Frequently Asked Questions 

13 Updated Right to Disconnect FAQs 

14 New Right to Disconnect supporting managers checklist  

15 Tailored draft communication for Senior Executive Service Band 1 and Band 2 

16 Tailored draft communication for Australian Electoral Officers  

17 Tailored draft communication for Executive Level 2s 

18 Tailored draft communication for All staff/officers 

 

Contact 
1.  | aec.gov.au  s 22 s 22







ACTIVE

Sourcing System Procurement Sourcing System

Sourcing Process AEC NEW Procurement
Request (10K  to  79999)

Approach To Market SRC005491

Invitation Option Invite Only

Start Date 26-Mar-2025

Owner

Quantity Estimated Unit Estimated Line
Amount (Inc) Amount (Inc)

-

Status

Completed

Completed

Active

Pending

Invite Status

Not Transmitted

From: TechnologyOne Connect
To:
Subject: Approach To Market GAU_SOURCING/SRC005491 has been assigned to you [SEC=OFFICIAL]
Date: Thursday, 10 April 2025 12:06:43 PM

CAUTION: This email originated from outside of the Australian Federal Government. Do
not click links or open attachments unless you recognise the sender and know the content is
safe.

The task outlined below has been assigned to you from Rachael SPALDING.

The most recent comment was: Approved having given consideration to the
business case, the evaluation and the confirmation that funding is available.

<![endif]>

APPROACH TO MARKET

Workplace relations policy updates

Requirements

See detail in business case

Details Unit

Workplace relations policy updates EACH 65,450.00 65,450.00

The AEC is seeking services from a suitably experienced provider to support the
Agency in implementing a range legislatively required workplace relations policy
updates.

Stages

1 Procurement Plan

2 Spending Proposal
→3 Complete Contract Attachment

4 Contract Execution (Admin Only)

Invitations

AP Account - Rise Coaching and HR Consulting Pty Ltd
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To view this in Ci Anywhere, click here.

TechnologyOne Connect Conversation [6CBANFDNJL]







If you have received this transmission in error please notify us immediately by return email
and delete all copies.  If this email or any attachments have been sent to you in error, that
error does not constitute waiver of any confidentiality, privilege or copyright in respect of
information in the email or attachments. 









To:  < aec.gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: RE: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
[SEC=OFFICIAL]
 
Hello 
 
Many thanks for the continued above and beyond efforts to help ERG be in position to
support the AEC deliver the election. I hope that doesn’t sound trite. I really value your
energy, expertise and enthusiasm.
 
And I appreciate the importance of ensuring that we are undertaking our procurements
in accordance with the CPRs and government and community expectations more
broadly. When I consider why it is that we (I) would consider a second limited tender,
the situation that comes to mind for me is:

the same considerations (including shallow market capacity) that informed the
initial limited tender largely remain in play

Workplace relations legislation has undergone change in the last 12
months; therefore, the market of suitably experienced suppliers is assessed
to be shallow and therefore unlikely to have the capacity and capability at
this time.

we entered the first activity in discovery mode and if we had known what we
would discover (which we didn’t) the first procurement may have been broader in
its requirements

This procurement addresses elements discovered in the first procurement.
If we had known what we would discover in that initial procurement, the
initial scope would have been broader in its requirements.

we seek to quickly position the agency with respect to important compliance
requirements because:

it is an essential obligation to our staff which we must meet, full stop
and with the election imminent we must meet this essential obligation in the
most effective way possible noting the obvious constraints

Given the circumstances above an important element in determining how we
approach meeting the requirement we have is to identify a provider that is
immediately available with the capability and capacity to very quickly support our
requirement. The circumstances constrain our options for approaching the
[market more broadly for this] activity.

 
Looking beyond this immediate piece of work, I anticipate that there will be further
efforts beyond meeting the essential requirements that will remain in our program of
work to be picked up after the election. We may complete the further program of work
using AEC resources, and there may be elements which we seek to procure expertise
to support. If we are undertaking further procurements for this program of work beyond
the election, then we will most certainly be testing the market appropriately.
 
Thanks very much.
 
Rachael.
 
From:  < aec.gov.au> 
Sent: Wednesday, March 26, 2025 8:28 PM
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To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
ideal, nor preferred, but given the legislative compliance element, it is the best available
option for our circumstances.
 
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March
Strategic Sourcing Stage 2 review By COB Tuesday 1 April
Formal delegate approval Finalised COB Thursday 3 April
ATM issued/open Friday 4 April
ATM close Monday 7 April
Negotiations Wednesday 9 April
Supplier signature Friday 11 April
Agency signature Friday 11 April
Commencement Monday 14 April
Deliverables due 11pm AEST Sunday 27 April
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March

 
We are at Stage 1 of this procurement, and the highlighted documents below are
available for your consideration.

 
Stage 1 – Strategic Sourcing > Delegate
Stage 2 – Strategic Sourcing > Finance > Delegate 

 
To support the approval process, please see a snapshot of key information regarding
this contract.
 
Reason for delegate approving:
☒ Delegate threshold (value) – FAC approval is required due to the perceived conflict
of interest, and the risk that this procurement if it doesn’t go ahead promptly, could
mean the AEC is not compliant with a range of workplace relations legislative
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From:
To:
Subject: For your records SRC005491
Date: Friday, 11 April 2025 3:45:00 PM
Attachments: SRC005491 final joint signed.pdf

 
 

 (she/her)
Director | Strategic Priorities
Enabling and Regulation Group
m: | p: 
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 (she/her)
Director | Strategic Priorities
Enabling and Regulation Group
m:  | p: 
 
From:  
Sent: Wednesday, 9 April 2025 1:33 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: RE: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
[SEC=OFFICIAL]
 
Hi Rachael
 
Further to the below, please see progress since our last email. The RFQ has opened,
closed and we have completed the evaluation and updated the contract.
 
Strategic Sourcing have been briefed on the timeframes we are working towards, and
they are currently reviewing asap for us. We expect them to review today and push onto
you formally in TechOne after that – I note there is a tech glitch in TechOne at the
moment where you may not receive a notification, so I will give you the heads up.
 
We are still working towards having signed contract by the end of the week, so that
work can commence on Monday.
 
We are at Stage 2 of this procurement, and the highlighted documents below are
available for your consideration.

 
Stage 1 – Strategic Sourcing > Delegate
Stage 2 – Strategic Sourcing > Finance > Delegate 

 
To support the approval process, please see a snapshot of key information regarding
this contract.
 
Reason for delegate approving:
☒ Delegate threshold (value) – FAC approval is required due to the perceived conflict
of interest, and the risk that this procurement if it doesn’t go ahead promptly, could
mean the AEC is not compliant with a range of workplace relations legislative
obligations
☐ Future year commitment (crossover to new financial year)
 
Stage:
☐  Stage 1 – Approval to Approach the Market – 1. Business case details - Objective
and 2. Draft contract
☒  Stage 2 – Approval to Commit Relevant Funds – Evaluation and Contract
 
Who has endorsed this to date:
☒ Director:  at the request of the Chief People Officer Vidya Vasudevan
 
I confirm:
☒ that funds are available for this contract under the 5100 cost centre and have
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the same considerations (including shallow market capacity) that informed the
initial limited tender largely remain in play

Workplace relations legislation has undergone change in the last 12
months; therefore, the market of suitably experienced suppliers is assessed
to be shallow and therefore unlikely to have the capacity and capability at
this time.

we entered the first activity in discovery mode and if we had known what we
would discover (which we didn’t) the first procurement may have been broader in
its requirements

This procurement addresses elements discovered in the first procurement.
If we had known what we would discover in that initial procurement, the
initial scope would have been broader in its requirements.

we seek to quickly position the agency with respect to important compliance
requirements because:

it is an essential obligation to our staff which we must meet, full stop
and with the election imminent we must meet this essential obligation in the
most effective way possible noting the obvious constraints

Given the circumstances above an important element in determining how we
approach meeting the requirement we have is to identify a provider that is
immediately available with the capability and capacity to very quickly support our
requirement. The circumstances constrain our options for approaching the
[market more broadly for this] activity.

 
Looking beyond this immediate piece of work, I anticipate that there will be further
efforts beyond meeting the essential requirements that will remain in our program of
work to be picked up after the election. We may complete the further program of work
using AEC resources, and there may be elements which we seek to procure expertise
to support. If we are undertaking further procurements for this program of work beyond
the election, then we will most certainly be testing the market appropriately.
 
Thanks very much.
 
Rachael.
 
From:  < aec.gov.au> 
Sent: Wednesday, March 26, 2025 8:28 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates [SEC=OFFICIAL]
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
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us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
ideal, nor preferred, but given the legislative compliance element, it is the best available
option for our circumstances.
 
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March
Strategic Sourcing Stage 2 review By COB Tuesday 1 April
Formal delegate approval Finalised COB Thursday 3 April
ATM issued/open Friday 4 April
ATM close Monday 7 April
Negotiations Wednesday 9 April
Supplier signature Friday 11 April
Agency signature Friday 11 April
Commencement Monday 14 April
Deliverables due 11pm AEST Sunday 27 April
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March

 
We are at Stage 1 of this procurement, and the highlighted documents below are
available for your consideration.

 
Stage 1 – Strategic Sourcing > Delegate
Stage 2 – Strategic Sourcing > Finance > Delegate 

 
To support the approval process, please see a snapshot of key information regarding
this contract.
 
Reason for delegate approving:
☒ Delegate threshold (value) – FAC approval is required due to the perceived conflict
of interest, and the risk that this procurement if it doesn’t go ahead promptly, could
mean the AEC is not compliant with a range of workplace relations legislative
obligations
☐ Future year commitment (crossover to new financial year)
 
Stage:
☒  Stage 1 – Approval to Approach the Market – 1. Business case details - Objective
and 2. Draft contract
☐  Stage 2 – Approval to Commit Relevant Funds
 
Who has endorsed this to date:
☒ Director:  at the request of the Chief People Officer Vidya Vasudevan
 
I confirm:
☒ that funds are available for this contract under the 5100 cost centre and have
discussed the status of the budget with the finance team prior to submitting this for
approval.
 
Kind regards,
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 (she/her)

Director | Strategic Priorities
Enabling and Regulation Group
m: | p: 
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From:
To:
Subject: Rise Coaching filing
Date: Tuesday, 2 December 2025 12:24:00 PM
Attachments: FAD search – Rise Coaching Canberra Pty Ltd ABN 94 683 260 746.pdf

image001.png
SRC005491 Statement of requirements.pdf
SRC005491 final joint signed.pdf
1. Workplace relations policy updates.docx

Hello – cleaning up my desktop and doing some filing. These are for you to file
appropriately with the procurement documentation of the same. Thank you
 

 | Director
Enterprise Governance, Parliamentary and Performance
Australian Electoral Commission
M:  T: 
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From:
To:
Subject: FW: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
Date: Thursday, 27 March 2025 10:07:00 AM
Importance: High

For visibility
 

 (she/her)
Director | Strategic Priorities
Enabling and Regulation Group
m:  | p: 
 
From:  
Sent: Wednesday, 26 March 2025 8:28 PM
To: Rachael Spalding < gov.au>
Cc:  < aec.gov.au>; 
< aec.gov.au>;  < aec.gov.au>
Subject: FOR CONSIDERATION | SRC005491 Workplace Relations Policy Updates
Importance: High
 
Dear Rachael
 
I understand Vid has briefed you on this matter, but I am happy to discuss in more detail
if necessary. In the interests of time, I am sending this through for your consideration via
email while I wait for Strategic Sourcing review of the workplace relations policy
updates procurement. I have reached out to Sally and  kindly asking for
their prioritised review of this procurement given the risks. The only potential issue we
may need to further justify is the rationale behind awarding a second procurement via
limited tender to the same vendor. I have attempted to cover this off accordingly in the
business case and would value any further insights from you/Sally’s team given our
circumstances. To give you an idea of timings please see below. These dates will allow
us to communicate the policy changes to the agency from 28 April which would be one
week out from polling day if the earliest possible polling day of 3 May is realised. May it
be recognised that these timeframes and way in which we are approaching this are not
ideal, nor preferred, but given the legislative compliance element, it is the best available
option for our circumstances.
 
Business case and contract drafted Wednesday 26 March
Strategic Sourcing Stage 1 review By COB Friday 28 March
Updates made Monday 31 March
Strategic Sourcing Stage 2 review By COB Tuesday 1 April
Formal delegate approval Finalised COB Thursday 3 April
ATM issued/open Friday 4 April
ATM close Monday 7 April
Negotiations Wednesday 9 April
Supplier signature Friday 11 April
Agency signature Friday 11 April
Commencement Monday 14 April
Deliverables due 11pm AEST Sunday 27 April
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Commonwealth Contract – Services 
Reference ID: SRC005491 

Customer 

 Customer Name: Australian Electoral Commission 
Customer ABN: 21 133 285 851 
Address: 12 Mort Street 
 Canberra  ACT  2601 

 
Supplier 

 Full Name of the Legal Entity: Rise Coaching and HR Consulting Canberra Pty Ltd 
Supplier ABN: 94 683 260 746 
Address: 
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Statement of Work 
C.A.1 Key Events and Dates 
This Contract commences on the Contract Start Date or the date this Contract is executed, whichever is the 
latter, and continues for the Contract Term unless it is terminated earlier. 

    Event Details 

Contract Start Date: Monday 14 April 2025 

Contract Term: This Contract will terminate on Friday 30 May 2025 

Contract Extension Option: This Contract Term will not be extended. 
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C.A.2 The Requirement 
The AEC is seeking services from a suitably experienced provider to support the Agency in implementing a range 
legislatively required workplace relations policy updates. The scope of work includes: 

1. Updating the Work Health and Safety Policy (last updated 2018) to support employee understanding of 
work health and safety duties and ensure compliance with the obligations set out in the Work Health and 
Safety Act 2011, Work Health and Safety Regulations 2011, and relevant codes of practice.  

a. Updating existing identified work health and safety policy supporting artefacts to ensure alignment 
with the changes made to the work health and safety policy. 

2. Updating the Respect at Work Policy (last updated 2020) to ensure compliance with the overarching 
legislative obligations in relation to workplace sexual harassment and gender-based discrimination set 
out in the Work Health and Safety Act 2011, the Sex Discrimination Act 1984, and the Fair Work Act 
2009. 

a. Updating existing respect at work policy supporting artefacts to ensure alignment with the changes 
made to the respect at work policy.  

a. It is recognised that due to the outdated nature of these, they may not return as full documents in 
the same format in which they are provided. 

3. Develop Right to Disconnect communications to AEC employees.  

4. With consideration to where we are in the electoral cycle, draft tailored communication material to 
specific cohorts to advise of the policy updates, including any mandatory ‘call to action’ steps specific to 
each cohort. 

5. The AEC expects there will a maximum of ten stakeholder interviews up to a maximum of 7.5 hours to 
meet with the policy owners or required stakeholders, in addition to the deliverables outlined. 

6. The AEC expects weekly virtual check ins of no more than 30 minutes each to be included. 

C.A.2(a) Commonwealth Supplier Code of Conduct  
The Commonwealth expects its suppliers to conduct themselves with high standards of ethics such that 
they consistently act with integrity and accountability. The Commonwealth Supplier Code of Conduct 
(Code) outlines the Commonwealth’s minimum expectations of suppliers and their subcontractors while 
under contract with the Commonwealth.  
The Supplier must comply with Commonwealth Contract Terms [Clause C.C.23], which creates a number 
of obligations in connection with the Code. Without limiting the requirements in Commonwealth Contract 
Terms [Clause C.C.23.2b], during the term of the Contract, the Supplier must provide the information 
specified below (if any) to the Customer in connection with its compliance with the Code:  
1 For the purposes of this clause, ‘Commonwealth Supplier Code of Conduct’ or ‘Code’ means the 
Commonwealth Supplier Code of Conduct, as published on 1 July 2024, as updated from time to time. 
2 The Supplier must comply with, and ensure that it’s officers, employees, agents and subcontractors 
comply with, the Code in connection with the performance of this Contract. 
3 The Supplier must: 

a. periodically monitor and assess its, and its officers’, employees’, and agents’ compliance with the 
Code; and 

b. on request from the Customer, promptly provide information regarding: 
i. the policies, frameworks, or systems it has established to monitor and assess compliance 

with the Code, and 
ii. the Supplier’s compliance with clause X.2. 

4 The Supplier must immediately issue the Customer a Notice on becoming aware of any breach of clause 
X.2. The Notice must include a summary of the breach, the date that the breach occurred, and details of 
the personnel involved. 
5 Where the Customer identifies a possible breach of clause X.2, it may issue the Supplier a Notice, and 
the Supplier must, within three (3) Business Days of receiving the Notice, either: 



Commonwealth Contract – Services 

Reference ID: SRC005491 Page 4 of 22 
 

a. where the Supplier considers a breach has not occurred: advise the Customer that there has not 
been a breach and provide information supporting that determination; or 

b. where the Supplier considers that a breach has occurred: issue a Notice under clause X.4 and 
otherwise comply with its obligations under this clause X. 

6 Notwithstanding clause X.5, the Customer may notify the Supplier in writing that it considers that the 
Supplier has breached clause X.2, in which case the Supplier must issue a Notice under clause X.4 and 
otherwise comply with its obligations under this clause X. 
7 A failure by the Supplier to comply with its obligations under any part of this clause will be a material 
breach of the Contract. 
8 Nothing in this clause or the Code limits, reduces, or derogates from the Supplier’s other obligations 
under the Contract. The Customer’s rights under this clause are in addition to and do not otherwise limit 
any other rights the Customer may have under the Contract. The performance by the Supplier of its 
obligations under this clause will be at no additional cost to the Customer. 
9 The Supplier agrees that the Customer or any other Commonwealth agency may take into account the 
Supplier’s compliance with the Code in any future approach to market or procurement process.” 
  
Further information on the Code can be found at: 
https://www.finance.gov.au/government/procurement/commonwealth-supplier-code-conduct. 

C.A.2(b) Standards 
The Supplier must ensure that any goods and services provided under this Contract comply with all 
applicable Australian standards and any Australian and international standards specified in this Statement 
of Work. The Supplier must ensure that it obtains copies of all relevant certifications and maintains records 
evidencing its compliance with those standards. If requested by the Customer, the Supplier must enable 
the Customer, or an independent assessor, to conduct periodic audits to confirm compliance with those 
standards. 

Web Content Accessibility 
As applicable, the Supplier must ensure that any website, associated material and/or online publications 
(where applicable) complies with the Web Content Accessibility Guidelines available at: 
https://www.w3.org/WAI/intro/wcag. 

C.A.2(c) Security Requirements 
None Specified 

Ballot Paper Security 
Not applicable 

C.A.2(d) Work Health and Safety 
Prior to commencement of this Contract, the Customer’s Contract Manager and the Supplier’s Contract 
Manager will identify any potential work health and safety (WHS) issues anticipated to arise during the term 
of this contract and assign management of each issue identified to the party best able to manage it. For all 
issues assigned to the Supplier, the Supplier will provide the Customer with a WHS plan for approval and 
no work will commence until the plan is approved unless agreed in writing by the Customer. 
Throughout the Contract Term, the Customer and the Supplier will proactively identify and cooperate to 
manage any WHS issues that arise. 

C.A.2(e) Delivery and Acceptance 
Where the Customer rejects any deliverables under Clause C.C.11 [Delivery and Acceptance] the 
Customer will specify a timeframe in which the Supplier is required to rectify deficiencies, at the Supplier’s 
cost, so that the deliverables meet the requirements of this Contract. The Supplier must comply with any 
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such requirement. Rectified deliverables are subject to acceptance under Clause C.C.11 [Delivery and 
Acceptance]. 
The Supplier will refund all payments related to the rejected deliverables unless the relevant deliverables 
are rectified and accepted by the Customer. 
If the Supplier is unable to meet the Customer’s timeframe, the Customer may terminate this Contract in 
accordance with Clause C.C.16 [Termination for Cause]. 
 

     # Milestone Description Contact for Delivery Delivery Location/Email Due Date 

1 Updated Work Health and 
Safety Policy 

 aec.gov.au 11pm Sunday 
27 April 2025 

2 Updated Fatigue Prevention 
and Management Policy 

 aec.gov.au 11pm Sunday 
27 April 2025 

3 Updated Work Health 
Safety Due Diligence 
Manual (includes the 
Framework) 

 aec.gov.au 11pm Sunday 
27 April 2025 

4 Updated Work, Health, 
Safety and Wellbeing 
Statement of Commitment^ 

 aec.gov.au 11pm Sunday 
27 April 2025 

5 Updated Respect at Work 
Policy 

 aec.gov.au 11pm Sunday 
27 April 2025 

6 Updated Respect at Work 
Policy Attachment A – 
Allegation Notification 
Process* 

 aec.gov.au 11pm Sunday 
27 April 2025 

7 Updated Respect at Work 
Policy Attachment B - 
Allegation Notification 
Form*  

 aec.gov.au 11pm Sunday 
27 April 2025 

8 Updated Respect at Work 
Policy Attachment C – 
Bullying, Discrimination and 
Harassment* 

 aec.gov.au 11pm Sunday 
27 April 2025 

9 Updated Respect at Work 
Policy Attachment D – 
Workplace Contact Officers 
Role and Guidance* 

 aec.gov.au 11pm Sunday 
27 April 2025 

10 Updated Respect at Work 
Policy Attachment E – 
Respectful Communication 
– Self Assessment Tool* 

 aec.gov.au 11pm Sunday 
27 April 2025 

11 Updated Respect at Work 
Policy Attachment F – How 
you can contribute to a 
respectful workplace* 

 aec.gov.au 11pm Sunday 
27 April 2025 

12 Updated Respect at Work 
Policy Attachment G – 
Frequently Asked 
Questions* 

 aec.gov.au 11pm Sunday 
27 April 2025 

14 New Right to Disconnect 
supporting managers 
checklist as associated 
communications 

 aec.gov.au 11pm Sunday 
27 April 2025 
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15 Tailored draft 
communication for Senior 
Executive Service Band 1 
and Band 2 

 aec.gov.au 11pm Sunday 
27 April 2025 

16 Tailored draft 
communication for 
Australian Electoral Officers  

 aec.gov.au 11pm Sunday 
27 April 2025 

17 Tailored draft 
communication for 
Executive Level 2s 

 aec.gov.au 11pm Sunday 
27 April 2025 

18 Tailored draft 
communication for All 
staff/officers 

 aec.gov.au 11pm Sunday 
27 April 2025 

  
 

   
* It is recognised that due to the outdated nature of these, they may not return as full documents in the same format in 
which they are provided. 

^ Will require a meeting to discuss content with an appropriate representative before drafting. 

C.A.2(f) Meetings 
The Supplier is required to attend meetings as follows: 

 Meeting 
Type 

Position Required Frequency Mode Location 

Stakeholder 
interviews* 

Principal As required Video conference Virtual 

30-minute 
stand ups 

Principal Weekly Video conference Virtual 

 

* The AEC expects there will a maximum of ten stakeholder interviews up to a maximum of 7.5 hours to meet with the 
policy owners or required stakeholders, in addition to the deliverables outlined. 

C.A.2(g) Facilities and Assistance Offered by the Customer 
The Customer will not make any facilities or assistance available to the Supplier. 

C.A.2(h) Customer Material 
All of the editable word documents of the items listed under the milestone description section at C.A.2(e) 
Delivery and Acceptance. 

C.A.2(i) Conflicts of Interest 
The Supplier has declared that it has no Conflicts of Interest relevant to the performance of its obligations 
under this Contract. 

C.A.2(j) Public Interest Disclosure 
For information about how to make a Public Interest Disclosure, please refer to the information provided on 
the Customer’s website: https://www.aec.gov.au/About_AEC/Publications/policy/public-interest-
disclosure.htm. 
All Public Interest Disclosure matters (relating to this procurement) should be referred to: 

Name/Position: Rachael Spalding 

s 22
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Email Address: aec.gov.au 

C.A.2(k) Complaints Handling 
For information about how to make a complaint, please refer to the information provided on the Customer’s 
website: https://www.aec.gov.au/About_AEC/Contact_the_AEC/feedback.htm. 
Any complaints relating to this procurement should be referred to: 

Name/Position: Director, Strategic Sourcing  

Email Address: aec.gov.au 

If your issue is not resolved refer https://www.finance.gov.au/business/procurement/complaints-handling-
charter-complaints for more information relating to complaints.  

s 47E(c)

s 47F
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C.A.3 Contract Price 
The maximum Contract Price inclusive of GST and all taxes and charges will not exceed $65,450.00 as set 
out below. 

Fixed Price (including all expenses) 
 

     Due Date Milestone Description Total Price  
GST 

Exclusive 

GST 
Component 

Total 
Price  
GST 

Inclusive 

11pm 
Sunday 27 
April 2025 

All milestones listed at the milestone 
description section at C.A.2(e) Delivery and 
Acceptance. 

$59,500  $5,950  $65,450  

     
C.A.3(a) Payment Schedule 
Progress payments of the Fixed Fees and Charges (inclusive of any GST and all taxes and charges) will be 
made as follows: 

   Estimated Date Milestone Description Payment Amount 

14/4/2025 On signing of contract 50% $32,725.00 (inc GST) 

27/4/2025 On delivery of the updated policies and tailored 
communication materials  $32,725.00 (inc GST) 

   Total Fixed Price for Services $65,450 GST Inclusive 

C.A.4 Contract Managers and Addresses for Notices 
Contract Managers are responsible for issuing or accepting any written Notices under this Contract and are 
the contact points for general liaison. 

C.A.4(a) Customer’s Contract Manager: 

 
The person occupying the position of: Director 
Currently:  
Telephone:  
Mobile:   
Email Address: aec.gov.au 
Postal Address: 10-12 Mort Street 
 Canberra City ACT  2600 
  

(Alternate contact is aec.gov.au) 
    

C.A.4(b) Customer’s Address for Invoices: 

s 22
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The Customer grants to the Supplier a non-exclusive, non-transferable, irrevocable, royalty-free licence for 
this Contract Term to exercise the Intellectual Property Rights in the Material for the sole purpose of 
fulfilling its obligations under this Contract. The licence in this clause is subject to any conditions or 
limitations of third parties that the Customer notifies to the Supplier. 
Intellectual Property Rights in Goods provided under this Contract or pre-existing Intellectual Property of 
the Supplier, set out below (if any), will not change as a result of this Contract. 

Pre-Existing Intellectual Property of the Supplier 
Not Applicable 

C.B.2 Confidential Information of the Supplier 
Not Applicable 

C.B.3 Payment Terms 
Where the Customer and the Supplier both have the capability to deliver and receive eInvoices through the 
Peppol framework and have agreed to use eInvoicing, following receipt of a Correctly Rendered Invoice, 
including acceptance of the Goods and/or Services by the Customer, the Customer will pay the amount of a 
Correctly Rendered Invoice to the Supplier within five (5) calendar days after receiving it, or if this day is not 
a Business Day, on the next Business Day. 
In all other circumstances following receipt of a Correctly Rendered Invoice, including acceptance of the 
Goods and/or Services by the Customer, the Customer will pay the amount of a Correctly Rendered Invoice 
to the Supplier within twenty (20) calendar days after receiving it, or if this day is not a Business Day, on the 
next Business Day. 
Where the Customer fails to make a payment to the Supplier by the Business Day it is due, the Customer 
will pay the unpaid amount plus interest on the unpaid amount, provided the amount of interest payable 
under this clause exceeds A$100. 
Interest payable under this clause will be simple interest calculated in respect of each calendar day from 
the day after the amount was due and payable, up to and including the day that the Customer effects 
payment, calculated using the General Interest Charge Rate as published on the Australian Taxation Office 
website https://www.ato.gov.au/Rates/General-interest-charge-(GIC)-rates/. 

C.B.4 Political Neutrality 
The Supplier must:  

a) respect the strict political neutrality of the Customer, as it relates to AEC’s performance of its 
functions under the Commonwealth Electoral Act 1918 (Cth), the Referendum (Machinery 
Provisions) Act 1984 (Cth), Fair Work (Registered Organisations) Act 2009 (Cth) and the Aboriginal 
and Torres Strait Islander Act 2005 (Cth); and  

b) not associate the Customer in any way with any political activity that it undertakes (including in 
relation to an election, a plebiscite or a referendum).  

Where required by the Customer, the Supplier must ensure that its Specified Personnel or Subcontractor 
sign a declaration of political neutrality in such a form as may be Notified by the Customer. 
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Contract Signing Page 
The Parties agree that by signing this Commonwealth Contract – Services, they enter into a Contract 
comprising: 
a) Additional Contract Terms (if any) 
b) Statement of Work 
c) Commonwealth Contract Terms 
d) Commonwealth Contracting Suite Glossary and Interpretation 
e) Contract Annex 1 – Supplementary Information (if any). 

EXECUTED as an Agreement 
Signed for and on behalf of the Commonwealth of Australia as represented by Australian Electoral 
Commission ABN 21 133 285 851 by its duly authorised delegate in the presence of 

Signature of witness     Signature of delegate 

_______________________________________ ________________________________________ 

Name of witness (print)    Name of delegate (print) 

_______________________________________ ________________________________________ 

       Position of delegate (print) 

       ________________________________________ 

       Date: 

       ________________________________________ 
 

Executed by ABN 94 683 260 746 in the presence of: 

 
Signature of director     Signature of supplier  

_______________________________________ ________________________________________ 

Name of director (print)    Name of supplier (print) 

_______________________________________ ________________________________________ 

       Date: 

       ________________________________________ 

 











For Official Use Only 

VALUE FOR MONEY SUMMARY 
 
Utilisation of Exemption 17, in Appendix A of the Commonwealth Procurement Rules (CPRs) 
which allows entities to directly engage a small and medium enterprise (SME) for 
procurements valued up to $500,000 (including GST), providing value for money can be 
demonstrated. 
 
Rise Coaching Canberra are best placed to undertake this work for the AEC and assess 
remediate existing identified policies to reduce the AEC’s exposure to risk and ensure 
legislative compliance. We recognise this procurement is a second limited tender to the 
same provider, and that this is unusual, however, while this work is happening 
concurrently with the initial contract, this is well outside the scope of the initial RFQ, and 
action is urgently required to remediate findings and manage agency risk. This 
procurement is a separate parcel of work and has no bearing or influence on the 
completion of the initial procurement with the supplier. Further, given the stage of the 
electoral cycle, it is critical this work is completed in a timely manner as it relates to 
workplace health and safety of our staff, as well as potential reputation impacts, both of 
which the agency has a low risk tolerance level as outlined in the agency risk appetite 
statement. 
 
Value for money is a central tenant of the Commonwealth Procurement Rules and is not 
only about price. In addition to the proposed price of the goods or services, the following 
non-cost factors have been assessed as follows:  
 

1. This procurement aims to reduce the AEC’s exposure to workplace relations risk – 
specifically, existing policy non-compliance with legislative obligations following 
workplace relations legislative reform.  
 

2. The supplier is available to perform the services within the immutable timeframes 
stipulated by the AEC (prior to the delivery of the federal election). 
 

3. The supplier has extensive recent experience in developing and implementing 
workplace relations policies in an Australian Public Service context. 

 
The risk for this procurement has been assessed as low and is under $80,000. 
 
On balance, the Evaluation Panel assessed the proposal as VERY GOOD in that it met all 
requirements in all ways and exceeds in some.  
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Project Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Background 
The role of the Australian Electoral Commission (AEC) is to deliver an Australian citizen’s right 
to vote as established by the Commonwealth Electoral Act 1918. In fulfilling this role, the AEC 
maintains an impartial and independent electoral system for eligible voters through active 
electoral roll management, efficient delivery of polling services, and targeted education and 
public awareness programs. Electoral events are subject to deep scrutiny, and the expectation 
of the Australian community is that the AEC will consistently deliver high integrity electoral 
services that are trusted, reliable and high quality.  
 
The AEC Workforce and their skillset is critical to success in meeting organisational outcomes 
and collectively maintains an impartial and independent electoral system for all Australian 
voters, as well as delivers other important electoral, education, regulatory and enabling 
services. The AEC workforce model is multi-tiered and complex, operating through a widely 
dispersed national presence, with offices across states and territories. It is comprised of a core 
APS workforce, an event surge workforce, statutory appointments, external engagements 
(labour hire, contractors and consultants) and a large temporary election workforce. 

The Australian Electoral Commission is seeking services from a suitably experienced provider 
to support the Agency in implementing a range of legislatively required workplace relations 
policy updates. The scope of work includes: 
 
1. Updating the Work Health and Safety Policy (last updated 2018) to support employee 
understanding of work health and safety duties and ensure compliance with the obligations set 
out in the Work Health and Safety Act 2011, Work Health and Safety Regulations 2011, and 
relevant codes of practice. 
a. Updating existing identified work health and safety policy supporting artefacts to ensure 
alignment with the changes made to the work health and safety policy. 
 
2. Updating the Respect at Work Policy (last updated 2020) to ensure compliance with the 
overarching legislative obligations in relation to workplace sexual harassment and gender-
based discrimination set out in the Work Health and Safety Act 2011, the Sex Discrimination 
Act 1984, and the Fair Work Act 2009. 
a. Updating existing respect at work policy supporting artefacts to ensure alignment with the 
changes made to the respect at work policy. 

i. It is recognised that due to the outdated nature of these, they may not return as full 
documents in the same format in which they are provided. 

 
3. Develop Right to Disconnect communications to AEC employees, including a new Right to 
Disconnect supporting managers checklist.  
 
4. With consideration to the approaching federal election, draft tailored communication 
material to specific cohorts to advise of the policy updates, including any mandatory ‘call to 
action’ steps specific to each cohort. 
 
5. Up to 10 interviews with key policy owners and Agency stakeholders (a maximum of one day 
-7.5 hours) form part of requirement in addition to the deliverables outlined above. 
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The next Federal Election will see the largest enrolment in the history of Australian Federal 
elections. The Agency’s APS workforce must be ready and capable to deliver quality electoral 
events in an increasingly complex environment, while also continuing to adapt to the 
challenges faced by a contemporary APS. In order for the AEC to achieve this objective, the 
Agency must ensure it is positioned as a future-thinking and model Commonwealth employer, 
with legislatively compliant workplace relations policies designed to be fit for purpose and suit 
the requirements of a modern APS workforce. 
 
 
Project Purpose 
 
The purpose of the project is to implement a range of updates to a number of the Agency’s 
workplace relations policies (as specifically cited in the project requirements and deliverables) 
in order to ensure policy compliance with relevant employment legislative frameworks. A 
number of tailored communications materials associated with the policy updates will also be 
drafted for the Agency with the key purpose of advising of the policy updates including any 
action required to be taken by each cohort. 
 
 
Responding to the Requirement 
 
Rise Coaching and HR Consulting is committed to helping organisations drive transformation 
through tailored HR policy and strategy solutions that align with organisational objectives, 
support employee wellbeing and are fit for purpose for contemporary Australian workplaces. 
Leading Australian organisations that we’ve proudly partnered with have seen measurable 
improvements in workplace compliance, culture, reduced turnover, and increased operational 
efficiency.  
 
Our service offering is underpinned by extensive expertise in employment relations and our 
Principal,  has been a trusted adviser to many organisations navigating policy 
change associated with law reform.  has also held a range of senior leadership 
positions across her former roles in government where she had policy responsibility for a 
number of workplace relations and work health and safety legislative frameworks, including 
measures that formed part of the suite of workplace relations reform implemented under the 
most recent Australian Government.  
 

 
she had and 
has an exceptionally well-developed understanding of its obligations and considerations 
associated with the right, as well as its practical application to a contemporary APS workforce. 

 has also held various leadership roles across both the  
 

including but not limited to measures relevant to the Respect@Work legislative 
changes.   
 

 also  
 

hich required a strong technical 
understanding of the Work Health and Safety Act 2011 (Cth) and the duties and obligations set 
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out in the legislation.  expertise is also underpinned by post graduate qualifications 
in Employment Relations from  
 
Further to employment relations expertise,  is also a qualified executive and 

 
, and is experienced in working with organisations 

to grow capability, support big change and develop effective solutions to address complex 
workplace challenges.  has successfully helped organisations strategically navigate 
and communicate change associated with policy reform and updates, including through the 
development of bespoke communication materials targeted to different cohorts in the 
workplace. Her previous senior executive experience in the Australian Public Service also 
ensures a true understanding of the contemporary operating environment of the pubic sector 
and fit for purpose approach to supporting organisations and their employees to understand 
and navigate policy change. 
 
Rise Coaching and HR Consulting’s junior and assisting consultants also have a strong 
technical knowledge of APS employment legislative frameworks and experience in the 
development and implementation of workplace relations and work health and safety policy 
reflective of the obligations pursuant to the Fair Work Act 2009 (Cth) and the Work Health and 
Safety Act 2011 (Cth). 

 
 
Governance and Timeframes 
The consultant will work closely with the AEC through the key contact and utilise appropriate  
public sector systems (such as GovTeams) to access policy artefacts. The consultant 
understands the expedited timeframes associated with the deliverables and the importance of 
the Agency having compliant workplace relations policies in place prior to the delivery of the 
next federal election. Noting the timeframes associated with the upcoming federal election, the 
consultant will ensure effective time management in order to ensure delivery of the updated 
policies and communication materials with minimal disruption to the Agency while they are 
required to operate in event mode.  
 
The principal consultant will meet weekly with the Agency for a period of up to 30 minutes, to 
ensure sufficient and reasonable access to the consultant and the allow for the provision of 
project updates as required.  
 
 

Approach and Methodology 
 
General Approach 
 
The general approach will be collaborative and evidence based, ensuring the delivery of 
legislatively compliant workplace relations policies as identified by the Agency.  The principal 
consultant will meet with key Agency internal stakeholders (for a total of 7.5 hours as stipulated 
in the requirement) to support the development of policy changes and tailored communication 
materials for the Agency. 
 
 

s 47F
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 has and will only engage with AEC key contact  in relation to this request 

for tender and response. Should the contract be awarded to Rise Coaching and HR Consulting, 
 will continue to work with AEC key contact and her team as appropriate. 

 
 

Compliance 
 
Rise Coaching and HR Consulting Pty Ltd is a registered company with professional indemnity, 
and public liability insurances, and is registered for GST.    

ACN: 683 260 746 
ABN: 94 683 260 746 
 
Please don’t hesitate to contact  should you wish to discuss any aspect of this 
proposal. 
 

s 22s 47F

s 47F

s 47F













Enabling and Regulation Group
m:  | p: 

DISCLAIMER:

If you have received this transmission in error please notify us immediately by return email
and delete all copies.  If this email or any attachments have been sent to you in error, that
error does not constitute waiver of any confidentiality, privilege or copyright in respect of
information in the email or attachments. 

DISCLAIMER:

If you have received this transmission in error please notify us immediately by return email
and delete all copies.  If this email or any attachments have been sent to you in error, that
error does not constitute waiver of any confidentiality, privilege or copyright in respect of
information in the email or attachments. 

DISCLAIMER:

If you have received this transmission in error please notify us immediately by return email
and delete all copies.  If this email or any attachments have been sent to you in error, that
error does not constitute waiver of any confidentiality, privilege or copyright in respect of
information in the email or attachments. 

s 22 s 22




