Request for Service 2017-2021

Domestic Building Legal Advocacy Service

1. Introduction

This document provides information on the requirements for submitting a response to the Request for Service regarding the Victorian Domestic Building Legal Advocacy Service (DBLAS).

Organisations interested in submitting a response to this Request for Service should:

· register to receive notices about the Request for Service by emailing fundedservices@justice.vic.gov.au, using the subject line ‘DBLAS RFS notices’

· read this document in conjunction with the Guidelines and the Application form.
1.1 Eligibility to apply
Any independent Victorian not-for-profit organisation with suitable experience and expertise may apply to deliver DBLAS, including Community Legal Centres.

Applications cannot be made by:

· organisations intending to use the funds for a project in a state or territory other than Victoria 

· universities, TAFEs and other academic institutions

· for-profit organisations, or 

· government departments or agencies, including Consumer Affairs Victoria (CAV), Domestic Building Dispute Resolution Victoria (DBDRV), Victorian Civil and Administrative Tribunal (VCAT), Victorian Building Authority (VBA) and Victoria Legal Aid (VLA).

Joint applications, where two or more organisations pool resources and expertise, will be accepted and are encouraged.

1.2 Selection criteria

Applications from eligible applicants will be assessed against the selection criteria set out in the following tables:
Professional competence
	Selection criteria
	Weighting

	Capability

· Financial viability, as indicated by the Organisation’s last annual report, including an audited financial statement.

· Proven capacity in financial, staff and organisational management.

· Demonstrated achievement in planning, development, delivery and evaluation of client focused community services to the general public.
	25%

	Past performance and current work

· Expertise and experience (or capacity to access staff with experience and expertise) in the areas of:

· domestic building law and regulation
· dispute resolution
· working with or in the domestic building industry, and

· working in a court/tribunal environment.

· Demonstrated commitment to providing equitable and accessible services. 
	25%

	Feasibility of proposed methodology

· Adequacy of proposed work plan detailing strategies and processes.

· Ability to deliver against specified timelines.
	50%

	Total
	100%


Financial
	Selection criteria
	Weighting

	Costings

· Quoted price.
· Disbursements.
· Other factors affecting the total cost to CAV, including the adequacy of the proposed Schedule of Fees.
	This criterion is not weighted and scored

Costings are considered in analysing value for money.


Compliance with terms and conditions
	Selection criteria
	Weighting

	· Ability and willingness to meet requirements of the Funding Guidelines.
· Acceptance of the standard terms and conditions of the Victorian Common Funding Agreement.
	This criterion is not weighted and scored

Compliance to specification assessed based on acceptance of the terms and conditions and formal signing of the contract for the successful tenderer.


2. Compliance
It will be a condition of funding that the organisation or organisations funded to operate DBLAS (the Organisation) will comply with all provisions of the Guidelines.

The Organisation will be required to enter into a funding agreement (in the form of the Victorian Common Funding Agreement), which requires compliance with the Guidelines. A breach of the Guidelines will constitute a breach of the funding agreement.
The standard terms of the Victorian Common Funding Agreement can be viewed at the Department of Health and Human Services website (http://www.dhs.vic.gov.au/for-business-and-community/not-for-profit-organisations/common-funding-agreement).
3. Terms of service
The term of DBLAS will be four years (1 May 2017 to 30 June 2021), subject to a satisfactory review of the Organisation’s performance at the conclusion of each year and the Organisation continuing to meet its obligations under the funding agreement. 

At the time of issue of this Request for Service, 1 May 2017 is an indicative start date only; the actual date for commencement of DBLAS may vary according to the implementation schedule for Domestic Building Dispute Resolution Victoria.
4. Request for Service requirements
In responding to this Request for Service, applicants must comply with the following six requirements:
4.1 Complete and sign the application form
Ensure that the Application Form is signed by the Chief Executive Officer of the Organisation or other duly authorised officer. Unsigned applications will not be accepted.
4.2 Provide a brief history of the Organisation

This should include background on the reasons for the establishment of the Organisation, the date of the Organisation’s incorporation, its growth history, and details of any current and past operational affiliations with other organisations.

4.3 Provide evidence of the capacity of the Organisation to manage DBLAS in compliance with the Guidelines

Applicants must:
· describe how the Organisation’s experience and expertise will enable it to effectively operate the service in accordance with the Guidelines (where applicable, provide examples of organisational experience and service delivery)
· describe the Organisation’s current organisational structure
· outline the proposed staffing structure for DBLAS and give details of the planned numbers and respective roles of proposed staff, specifying the expertise and experience which will be brought to / sought for each of the roles
· describe the Organisation’s experience in delivering effective, consumer focussed services
· provide copies of any customer service and management policies and protocols the Organisation currently has in place, including complaint-handling policies, casework protocols, and access and equity policies, and

· provide details of the Organisation’s proposed representation guidelines for use in selecting clients and cases for hearings at VCAT.

4.4 Provide a draft workplan / timetable for development and delivery of the service

Applicants should use the template at Appendix 1 as a guide in the preparation of their workplan. The areas covered by the template match the expected service areas discussed in the Guidelines. Applicant organisations will need to expand on these by identifying the various proposed strategies that they intend to implement to meet the Guidelines requirements.

With respect to performance measures, applicants are encouraged to provide rough estimate targets for client numbers for each service type they include in the workplan.

The approved workplan will become a schedule to the funding agreement between the Organisation and the Director of Consumer Affairs Victoria.
4.5 Submit a detailed budget using the template at Appendix 2

Applicants are required to submit a budget for the service using the template provided at Appendix 2.
Expense items should be listed on a GST-exclusive basis.
As a guide, it is anticipated that approximately 65% of the total grant will be allocated to salaries and salary on-costs, with the balance being utilised for operational costs. Applicants wishing to propose different ratios should provide accompanying explanatory notes. 

Under the ‘income’ section of the budget, applicants are asked to include an estimate of income from activities for which they intend charging fees. CAV appreciates that this will be merely an estimate, and not an accurate representation of potential income.
4.6 Provide identified additional information

Applicant organisations should supply a:

· copy of the last annual report containing a comprehensive audited financial statement, and
· Schedule of Fees detailing the proposed fees to be charged for various services by consumers.
Applicants may also be required to supply any further information necessary to clarify their Response to Request for Service upon request by CAV.

5. Proposed service promotion strategies
In their Response to Request for Service, applicants should include details of their proposed initial strategies for promoting DBLAS, as well as possible follow up promotional strategies to be utilised after the service has been operating for three months.
6. Recording and reporting of service data
The successful DBLAS provider will be required to record and supply data and statistical information about the service including client contact numbers, client profile, types of services sought, types of domestic building issues, and outcomes following DBLAS input.
The data and statistics will form part of the work reports submitted to CAV to meet accountability requirements.

7. Assessment and approval process
Responses to the Request for Service from eligible applicants will be assessed on the extent the response complies with the Selection criteria at section 1.2 of this document.

Applicant organisations will be notified of the decision regarding their application in writing.
8. Response acceptance
CAV is not bound to accept any response to the Request for Service and reserves the right to negotiate with any applicant organisation regarding their response, including on the proposed budget or proposed service delivery arrangements, and to seek clarification of any of the contents of a response.

9. Lodging an application

Applications including copies of any supporting documents must be emailed to fundedservices@justice.vic.gov.au and received by no later than 5:00 pm on Friday, 2 December 2016.
10. Enquiries 

For enquiries about the Funding Guidelines or Request for Service process please contact:

Tim Koerner
Senior Analyst, Funded Services & Residential Bonds
Consumer Affairs Victoria
Phone: 03 8684 6408
Email: tim.koerner@justice.vic.gov.au
Appendix 1 – Workplan
Workplan template for DBLAS response to Request for Service

	DBLAS service areas as set out in the guidelines 
	Strategies: What we will do to achieve DBLAS operational objectives, incorporating face to face, telephone, and written strategies.
	Timeframe: When / how often we will implement our strategies
	Performance measure/target: How we will measure our achievements.

	General advocacy assistance (see 4.1 of Guidelines)
	
	
	

	Advice on commencing proceedings at VCAT (see 4.2 of Guidelines)
	
	
	

	Representing consumers at VCAT hearings (see 4.3 of Guidelines)
	
	
	

	Assisting with enforcement of DBDRV and VCAT orders and reviews of DBDRV orders (see 4.4 of Guidelines)
	
	
	

	Provision of information, referrals to appropriate services and policy advice (see 4.5 of Guidelines)
	
	
	


Appendix 2 – Budget for DBLAS response for Request for Service

	Income
	$

	DBLAS core funding
	

	Fees for Service (estimate only)
	

	Expenditure
	$

	Salaries and wages
	

	Employee on-costs
	

	Total salaries and on-costs
	

	Operating expenses
	

	Rent
	

	Utilities
	

	Other (please specific any expenses >$10,000)
	

	Total operating expenses
	

	Total expenses
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