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1 Conditions of Tendering 
 

1.1. Definitions 
Below is a summary of some of the important defined terms used in this Request for Quotation 
document. 
 

Attachments The documents you attach as part of your Quotation. 

Compliance The non weighted criteria used as part of the Value for Money 
assessment. 

Conditions of Contract Means the General Conditions of Contract for the provision of 
Services provided in Part 3. 

Conforming Tender Means a Tender that complies with all sections of this Request. 

Contract 
Commencement Means the Contract start date. 

Contractor 
Means the person or persons, corporation or corporations who’s 
Quotation is accepted by the Principal, including the executors 
or administrators, successors and assignments of such person 
or persons, corporation or corporations. 

Days Means calendar days, unless otherwise specified.  

Deadline The deadline for lodgement of your Quotation as detailed on the 
front cover of this Request. 

Offer Your offer to supply the Requirements. 

Principal Shire of Irwin. 

Request or RFT or 
Request for Tender This document. 

Requirement The Goods or Services requested by the Principal. 

Qualitative Criteria The Criteria used by the Principal in evaluating your Tender. 

Special Conditions The additional contractual terms, provided in Part 3. 

Specification The Statement of Requirements provided in Part 2, that the 
Principal requests you to provide if selected. 

Tender Completed Offer form, Response to the Qualitative Criteria and 
Attachments. 

Tenderer Someone who has or intends to submit an Offer to the Principal. 

Tender Open Period The time between advertising the Request and the Deadline. 
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1.2. Contract Requirements in Brief 
The Shire of Irwin invites suitably qualified and experienced facility management specialists to 
provide management services to the Irwin Recreation Centre, to ensure residents, community 
groups and visitors have access to a vibrant, functionable, cost-effective sporting, recreational and 
fitness hub.  
 

1.3. Tender Documents  
This Request is comprised of the following parts: 
 
1- Conditions of Tendering (read and keep this part). 
2- Statement of Requirement includes Specification (read and keep this part). 
3- Conditions of Contract (read and keep this part). 
4- Tenderer’s Offer Form (complete and return this part). 
5- Schedules (complete and return this part). 
6- Drawings & Plans (read and keep this part). 
 
Separate Documents 
 

a) Service Contract Conditions (Draft). 
b) Lease Agreement (Draft) 
c) Addenda and any other special correspondence issued to Tenderers by the Principal.  
d) Any other policy or document referred to but not attached to the Request.  

 

1.4. How to Prepare Your Tender  
a) Carefully read all parts of this document. 
b) Ensure you understand the requirements. 
c) Complete and return the Offer Form (Part 4) and include all returnable schedules. 
d) Make sure you have signed the Offer Form and responded to of the Qualitative Criteria, 

including any attachments that are required; and 
e) Lodge your Response before the Deadline. 

 
1.5. Contact Persons 

Respondents should not rely on any information provided by any person other than the person listed 
below: 
 

Name: Peter Bracegirdle 

Title: Manager Community Services  

Telephone: 9927 0000 

Email: tenders@irwin.wa.gov.au 

 
1.6. Tender Validity Period 

All Tenders will remain valid and open for acceptance for a minimum period of ninety (90) days from 
the deadline or forty-five (45) days from the Principal’s resolution for determining the Tender, 
whichever is the later unless extended on mutual agreement between the Principal and the 
Tenderer in writing. 
 

1.7. Requests for Clarification  
Tenderers may submit a written request for clarification on any part of the RFT documents prior to 
lodgement of their Tender. Written clarifications must be made in writing via email to the Contact 
Person listed above.  
 



 

Shire of Irwin – RFT Irwin Recreation Centre Management Services  Page| 6  

No requests for information or clarification to the RFT Documents will be accepted later than five (5) 
days prior to the Deadline of this Request. 
 

1.8. Briefing / Site Inspection 
Attendance at this meeting is not mandatory.  
 
Tenderer’s are requested to attend a site inspection on Tuesday 20 June 2023 at 11.00am. Please 
contact the Contact Person listed above to confirm attendance at a briefing/site inspection. 
The location of the meeting is at the Irwin Recreation Centre, Ridley Street, Dongara WA 6525. 
The site inspection will provide Tenderers with the opportunity to clarify any uncertainties with the 
contact person prior to the closing of the tender. 
Please confirm with the contact person, Peter Bracegirdle (08) 99270000 
pbracegirdle@irwin.wa.gov.au your attendance at this meeting no later than COB Friday 16 June 
2023. 
 

1.9. Tenderers to Inform Themselves  
The information in this Request has been provided in good faith. It is intended only as an 
explanation of the Principal's requirements and is not intended to form the basis of a Respondent's 
decision on whether to enter into any contractual relationship with the Principal. 
 
The information provided does not purport to be all-inclusive or to contain all information that a 
prospective Contractor may require. Respondents and their advisers must take their own steps to 
verify information which they use and must make an independent assessment of the opportunity 
described in this Request after making such investigation and taking such professional advice as 
they deem necessary. 
 
Respondents are required to and will be deemed to have: 
 

a) Examined carefully and to have acquired full knowledge of the contents of the Drawings, 
Specification, Schedules, Conditions of Quoting, the General Conditions of Contract, and the 
Special Conditions of Contract (if any) and any other information made available in writing by 
the Principal to the Respondent for the purpose of quoting. 

b) Examined all information relevant to the risks, contingencies and other circumstances having 
an effect on their quote and which is obtainable by making reasonable inquiries. 

c) Examined the site and its surroundings. 
d) Independently verified any information provided by or on behalf of the Principal, and satisfy 

itself to the accuracy of their quote submission; and 
e) Satisfied themselves as to the correctness and sufficiency of their quote for the work and 

that their quote rates and prices cover the cost of complying with all their obligations under 
the contract whether expressed or implied and of all matters and things necessary for the 
due and proper performance and completion of the contract. 

 
1.10. Lodgement of Tenders and Delivery Method 

The tender must be lodged by the Deadline. The Deadline for this request is Tuesday 4 July 2023 
at 2.00pm. 
 
The Tender is to be submitted via email to tenders@irwin.wa.gov.au by the Deadline. 
 
All pages must be numbered consecutively, and the Tender must include an index.  Any brochures 
or pamphlets must be attached to the submission. 
 

1.11. Rejection of Tenders 
A Tender will be rejected without consideration of its merits if: 
 

mailto:pbracegirdle@irwin.wa.gov.au
mailto:tenders@irwin.wa.gov.au
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a) it is not submitted before the deadline; or 
b) it is not submitted or emailed at the place specified in the Request; or 
c) it may be rejected if it fails to comply with any other requirements in this RFT; or 
d) the Respondent does not submit an offer form which has been completed and signed 

together with all the required attachments. 
 

1.12. Late Tenders  
Tenders received: 

a) After the Deadline; or 
b) In a place other than that stipulated in this Request; 

will not be accepted for evaluation. 
 

1.13. Acceptance of Tenders 
Unless otherwise stated in this Request, Tenders may be for all or part of the requirements and may 
be accepted by the Principal either wholly or in part. The Principal is not bound to accept the lowest 
response and may reject any or all Tenders submitted. 
 
An Offer is not assignable by the Respondent without the prior written consent of the Principal. 
 
Upon submission, an Offer is the absolute property of the Principal and will not be returned to the 
Respondent. 
 
Notwithstanding the intellectual property rights of the Respondent in the Offer, the Principal reserves 
the right to make such copies as required for the proper evaluation of the Offer. 
 

1.14. Withdrawal of Offer 
The Respondent may withdraw its Offer at any time prior to acceptance of its Offer, by notifying the 
Principal in writing. 
 

1.15. Disclosure of Offer Information  
The Respondent agrees and acknowledges that it’s Offer and associated information is subject to 
relevant State and Commonwealth legislative requirements and obligations and may be disclosed 
by the Principal under a court order or if otherwise required by law. 
 
The Respondent agrees that it releases the Principal from all liability whatsoever for any loss, injury, 
damage, liability, costs or expenses resulting from the disclosure of its Offer and associated 
information under this clause by the Principal. 
 
Subject to this clause and the provisions of the relevant State and Commonwealth legislative 
requirements, the Principal will not make public any part of the Offer and associated information that 
the Respondent expressly and reasonably nominates in its Offer as confidential. However, the 
Principal may require the Respondent to withdraw any claim to confidentiality in respect to any part 
of the Offer and associated information as a condition of acceptance of the Offer 
 

1.16. Alternative Tenders  
All Alternative Tenders must be accompanied by a conforming Tender. 
Tenders submitted as Alternative Tenders or made subject to conditions other than the General and 
Special Conditions of Contract must in all cases be clearly marked “Alternative Tender”. 
 
The Principal may in its absolute discretion reject any Alternative Tender. 
 
Any printed “General Conditions of Contract” contained within a Tender will not be binding on the 
Principal in the event of a Contract being awarded unless the Tender is marked as an Alternative 
Tender. 
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1.17. Cancellation and Variation 

The Principal reserves the right, at any time and from time to time, to cancel, vary, supplement, 
supersede or replace the Request or any part of the Request. 
 
If the Principal varies, cancels, supplements, supersedes, or replaces the Request, then each 
Respondent shall be so advised by way of addendum; and the Respondent shall not have any 
recourse against the Principal for any costs or expenses incurred up to and including the date on 
which the Request was varied, cancelled, supplemented, superseded or replaced. 
 
It is a requirement of the submission of the Offer, that the Respondent confirms receipt of all 
addendums issued by the Principal when the Offer to this Request is submitted. 
 
The Respondent must not alter or add to the request documents unless required by these General 
Conditions of responding. 
 

1.18. Confidentiality 
The Principal makes information available on condition that it is treated as confidential by the 
Respondent and is not disclosed, copied, reproduced, distributed or passed to any other person at 
any time except for the purpose of enabling a Tender to be made, for example by disclosure by a 
Respondent to its insurers or professional advisers, provided they have each given an undertaking 
at the time of receipt of the relevant information (and for the benefit of the Principal) to keep such 
information confidential. 
 
Other than specified above, or as required by law, and save insofar as the information is in the 
public domain, Respondents shall not make any of the Information available to any other parties in 
any circumstances without the prior written consent of the Principal nor use it for any purpose other 
than that for which it is intended. 
 

1.19. Conflict of Interest 
The Respondent must, prior to any acceptance of its Offer by the Principal, disclose to the Principal 
any information that is or might be relevant in determining whether there is an actual, perceived, or 
potential conflict of interest in relation to the performance of the Contract (if awarded) by the 
Respondent. 
 
The Principal, may in its discretion, accept or reject the Respondent’s Offer if the Principal considers 
that the Respondent could reasonably be considered to have an actual, perceived or potential 
conflict of interest in relation to the performance of the Contract by the Respondent. 
 

1.20. Evaluation Process  
This is a Request for Tender. 
Your Tender will be evaluated using information provided in your Tender. 
The following evaluation methodology will be used in respect of this Request: 

a) Tenders are checked for completeness and compliance.  Tenders that do not contain all 
information requested (e.g. completed Offer form and Attachments) may be excluded from 
evaluation. 

b) Tenders are assessed against the Qualitative Criteria.   
c) Contract costs are evaluated (e.g. tendered prices) and other relevant whole of life costs are 

considered. 
d) Tenders are assessed against any identify risks that would be gained from entering a 

Contract with the Tenderer. 
e) The most suitable Tenderers may be short listed and may also be required to clarify their 

Tender, make a presentation, demonstrate the product/solution offered and/or open 
premises for inspection.  
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f) Consider the findings from any other due diligence undertakings as part of this RFT process 
which may include presentations, referee checks, financial due diligence and sustainability 
due diligence. 

The determination of Value for Money will require a consideration of all of the above factors and any 
other matters that the Principal considers relevant. 
 

1.21. Qualitative Criteria 
The Contract may be awarded to a sole Tenderer who best demonstrates the ability to provide 
quality products and/or services at a competitive price. The quoted prices will be assessed together 
with qualitative and compliance criteria to determine the most advantageous outcome to the 
Principal. 
 
The Principal has adopted a best value for money approach to this Request. This means that, 
although price is considered, the Tender containing the lowest price will not necessarily be 
accepted, nor will the Tender ranked the highest on the qualitative criteria. 
 
A scoring system will be used as part of the assessment of the qualitative criteria. Unless otherwise 
stated, a Tender that provides all the information requested will be assessed as satisfactory. The 
extent to which a Tender demonstrates greater satisfaction of each of these criteria will result in a 
greater score. The aggregate score of each Tender will be used as one of the factors in the final 
assessment of the qualitative criteria and in the overall assessment of value for money. 
 
In determining the most advantageous Tender, the Evaluation Panel will score each Tenderer 
against the qualitative criteria as detailed within 4.3 of this document.  Each criterion will be 
weighted to indicate the relative degree of importance that the Principal places on the technical 
aspects of the goods or services being purchased. 
 
Note: It is essential that Tenderers address each qualitative criterion. Information that you provide 
addressing each qualitative criterion will be point scored by the Evaluation Panel. Failure to provide 
the specified information may result in elimination from the quotation evaluation process or a low 
score. 
 

1.22. Compliance Criteria 
These criteria are detailed within 4.2 of this document and will not be point scored. Each Tender will 
be assessed on a Yes/No basis as to whether the criterion is satisfactorily met. An assessment of 
“No” against any criterion may eliminate the Quotation from consideration. 
 

1.23. Risk Assessment 
The Principal may have access to and give consideration to: 

a) any risk assessment undertaken by any credit rating agency;  
b) any financial analytical assessment undertaken by any agency; and 
c) any information produced by the Bank, financial institution, or accountant of a Tenderer; 

to assess that Tender and may consider such materials as tools in the Tender assessment process. 
Tenderers may be required to undertake to provide to the Principal (or its nominated agent) upon 
request all such information as the Principal reasonably requires to satisfy itself that Tenderers are 
financially viable and have the financial capability to provide the Services for which they are 
submitting and meet their obligations under any proposed Contract. The Principal reserves the right 
to engage (at its own cost) an independent financial assessor as a nominated agent to conduct 
financial assessments under conditions of strict confidentiality. For this assessment to be 
completed, a representative from the nominated agent may contact you concerning the financial 
information that you are required to provide. 
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1.24. Local Price Preference 
A price preference will apply to suppliers who are based in, operate from or source goods or 
services from within the Shire of Irwin in relation to all quotations/tenders invited by the Shire of 
Irwin for the supply of goods, services and construction (building) services. 
 
The Local price preference enables suppliers to be evaluated as if the proposed quotation/tender 
bid price were reduced in accordance with permitted price preferences as specified below in this 
policy.  
 
This policy will operate in conjunction with the purchasing considerations and procedures as 
outlined in the Council’s ‘Purchasing Policy’ when evaluating and awarding quotation contracts. 
 
In order for the policy to apply, the supplier is required to provide to the Shire sufficient evidence 
which demonstrates compliance with the above criteria.  
 

1.25. Price Basis  
All prices for goods/services offered under this Request are to be fixed for the term of the Contract.  
Tendered prices must include Goods and Services Tax (GST). 
 
Any charge not stated in the Tender, as being additional will not be allowed as a charge for any 
transaction under any resultant Contract. 
 

1.26. Ownership of Tenders 
All documents, materials, articles and information submitted by the Tenderer as part of or in support 
of the Tender shall become upon submission the absolute property of the Principal and will not be 
returned to the Tenderer at the conclusion of the Tender process PROVIDED that the Tenderer 
shall be entitled to retain copyright and other intellectual property rights therein, unless otherwise 
provided by the Contract. 
 

1.27. Canvassing of Officials 
If the Tenderer, whether personally or by agent, canvasses any of the Principal’s Councillors or 
Officers with a view to influencing the acceptance of any Tender, then regardless of such 
canvassing having any influence on the acceptance of such Tender, the Principal may at its 
discretion omit the Tenderer from consideration. 
 

1.28. Identity of the Tenderer 
The identity of the Tenderer and Contractor is fundamental to the Principal. The Tenderer shall be 
the person(s) and corporation(s) named and execution appears on the Offer Form of this Request. 
Upon acceptance of the Tender, the Tenderer will become the Contractor. 
 

1.29. Costs of Tendering  
The Principal will not be liable for payment to the Tenderer for any costs, losses or expenses 
incurred by the Tenderer in preparing their Offer. 
 

1.30. Tender Opening  
Tenders will be opened in the Principal’s offices, following the advertised Deadline.  All Tenderers 
and members of the public may attend or be represented at the opening of Tenders. 
 
The names of the persons who submitted the Tender by the due Deadline will be read out at the 
Tender Opening.  No discussions will be entered into between Tenderers and the Principal’s 
Officers present or otherwise, concerning the Tenders submitted. 
 
The Tender Opening will be held on or as soon as practicable after the Deadline at The Shire 
Administration Office. 
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1.31. In House Tenders 

The Principal does not intend to submit an In House Tender. 
 

1.32. Precedence of Documents 
In the event of there being any conflict or inconsistency between the Terms and Conditions herein 
and those in the General Conditions of Contract, the Terms and Conditions appearing in this 
Request will have precedence. 
 

1.33. No Collusion 
The Respondent agrees that it has not colluded and will not collude with any other person in respect 
of this Request. 
Any Respondent that does collude in respect of this Tender may, at the discretion of the Principal, 
be disqualified from any further involvement in this Tender process (without prejudice to any other 
civil remedies available to the Principal and without prejudice to any criminal liability which such 
conduct by a Respondent may attract). 
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2 Statement of Requirements 
2.1 Introduction 

The Shire of Irwin is located 350km north of Perth and 60 km south of Geraldton in the Midwest 
region with approximately 3800 residents. The twin towns of Dongara and Port Denison form the 
Centre of a vibrant farming and fishing community. The Shire of Irwin provides a brilliant blend of 
recreational, fitness and sporting opportunities with the majority based at the Irwin Recreation 
Centre.  

The Shire of Irwin is also hosting the development of a large industrial and resources precinct to the 
south of Dongara and as such is expecting significant growth and a corresponding increase in 
population.  

The Shire of Irwin invites suitably qualified and experienced facility management specialists to 
provide management services to the Irwin Recreation Centre, to ensure residents, community 
groups and visitors have access to a vibrant, functionable, cost-effective sporting, recreational and 
fitness hub. 

 

 

2.2.      Facility Requirements 

The Irwin Recreation Centre (IRC) was built in 2008 and provides a multi-purpose facility comprising 
of a 24x7 gym with new equipment, 3 multifunctional courts, 2 squash courts, 2 function areas, 
creche and kiosk facilities. 

The facility has been operated by the Shire of Irwin since opening and following a comprehensive 
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operational review by Council, the Shire has determined that it wishes to seek tenders from 
specialist facility management Contractors, noting that there is considerable opportunity for program 
activation and operational improvements at the Centre including: 

• Expanded lifestyle and sports programs 

• Delivery of evening and weekend small group training 

• Facilitating peak body sports promotions for after school and school holiday clinics 

• Expansion of operational hours 

• Improved and targeted marketing, including social media 

• Elevated levels of presentation 

• Activation of function rooms 

• Corporate attraction and events 

• Hosting of major community events 

 

The tender process invites specialist contractors with the opportunity to provide Council with a 
management plan and associated vision to outline both their relevant expertise and aspirations for 
the Centre. Contractors will need to outline the processes and associated financials in activating the 
Centre to again become a focal and vibrant piece of the local community. 
 
An overall aim of the Tender should be for the Contractor to provide a diverse range of affordable, 
high quality, inclusive, community focused programs and opportunities across all demographics 
within our community. Primarily, these opportunities should respond to recreational, health and 
wellbeing requirements to enrich the social, emotional and psychological wellbeing of our 
community. The aims should be consistent with identified needs and aspirations of the community, 
being able to respond to and adapt to evolving trends. 
 
The successful Tenderer will demonstrate a best practice and outcomes focused model that will 
deliver the Shire and its community: 

• Improved services and operational hours aligned with the vision of the Centre. 
• An operator with a willingness to work with Community Sporting Clubs to support 

engagement and development. 
• An environment where community members of all ages and skillsets are welcomed. 

 
The Shire will undertake all maintenance works at the IRC, including scheduled/ routine 
maintenance as described in Section 2.6.2. The Shire will also be responsible for the external areas 
within the precinct as described in Section 2.6.1.  The Management Contractor will be responsible 
for day-to-day operations at the Centre, report any required maintenance via established channels 
and undertake all maintenance associated with loose internal equipment, fittings and fixtures. 
Similarly, cleaning of the facility as outlined in Section 2.6.3 as associated with the general 
presentation of the Centre will be the Management Contractor’s responsibility.  
Please note that the Shire requires a series of existing programs to be maintained by the incoming 
contractor. These are non-negotiable and must be allowed for in the management fee and operating 
budget forecasts: 

• 24/7 Access to a full-service Gym 
• Local Emergency Management response capability with the Centre serving as a recognised 

Welfare Centre under the control of the Welfare Centre Coordinator as required.  
 
2.3  Operational Hours 
The Contractor will be responsible for the delivery of a range of sporting, fitness and lifestyle 
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programs at the Centre, in addition to supporting local Sporting Clubs, businesses and the 
community.  
  
Outside of the 24/7 gym access, the current staffed reception hours (opening hours) at the Centre 
are as follows: 

• Monday to Thursday 6:00am – 1pm and 3.00pm -8.00pm 
• Friday  6:00am – 1pm 
• Saturday Closed 
• Sunday Closed  
• Public Holidays Closed  

Given the changing demographics and growing population of the Shire, it is expected that the 
Contractor will provide a proposal for new opening hours for the Centre.  
Opening hours may be adjusted on occasion in order to provide beneficial social outcomes and 
community services. An annual review of opening hours and its relevance to programming and 
community need is anticipated throughout the Contract term. 
 

2.4      Existing User Groups 

The IRC is home to many of the communities major sporting codes: 

• Australian Rules Football 

• Hockey 

• Netball  

• Basketball  

• Tennis 

• Gymnastics 

• Volleyball  

• Badminton 

• Squash 

 

The IRC also accommodates: 

• Yoga  

• Pilates 

• Dance  

• Karate 

• Roller skating 

• Business conferences 

• Community events  

• Social Functions such as weddings 

 

2.5 Scope of Work 
The Recreation Centre Management Services provider will be responsible for but not limited to 
booking of facilities, programming, management of the gym including memberships, cleaning and 
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maintenance of equipment, monitoring and reporting maintenance issues, advertising and 
promoting events and activities at the Centre, liaising with local sporting groups and community 
members. The successful provider will also be asked to investigate the viability of providing a kiosk 
facility and creche services.  

The Shire of Irwin is offering a five (5) year agreement with an initial term of three (3) years and an 
option for a further two (2) years. 

The successful Tenderer will demonstrate the best practice and outcomes focused proposition for 
the Shire and its community with a clear expectation that the successful tenderer will provide: 

• An agreed operational model and detailed operational expenditure to the Shire.  
• Equivalent or improved services to the community aligned with the Vision of the Centre. 
• Upkeep of the equipment used in program delivery. 

 

Outcome1: Facility Management 

Objective: Provide improved services to the community 

Area  Description of 
Service 

All a) Manage and facilitate facility use 
b) Promote facility and services 
c) Coordinate all Centre maintenance as specified 
d) Coordinate Bookings 
e) Manage all WHS responsibilities 

 
Gym f) Coordinate, promote and expand memberships 

g) Clean and maintain Gym 
h) Provision of group training and personal training 
i) Maintain regular equipment checks and facilitate 6 

monthly servicing with designated service provider 
as specified 
 

Playing Surfaces j) Set up/ pack up equipment required for bookings 
k) Regular equipment checks 
l) Clean and maintain playing surfaces 

 
Function Rooms m) Promote function rooms to encourage bookings 

n) Prepare rooms and hire equipment for bookings 
o) Clean and maintain function rooms and associated 

kitchen facilities 
p) Develop and maintain effective working relationships 

with regular user groups and seasonal hirers 
 

Outcome 2: Recruitment & Staffing 

Objective: Ensure services are provided to support the Communities needs through staff training 
and recruitment practices  

Area of support Description of Service 
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Recruitment a) Undertake recruitment and placement of suitably 
qualified and experienced staff, including advertising; 
assessment of applications; interviews and pre-
employment screening to include working rights within 
Australia, National Police Clearance, Working With 
Children’s Check, Medical Assessment to include 
Drug and Alcohol Screening and qualifications. 
 

Staffing  b) Coordinate staffing rosters 
c) Support the resolution of disputes between staff as 

required using contemporary processes 
d) Support and assist staff with training and career 

development 
 

External relationships e) Manage and support positive relationships with 
external bodies 

f) Manage Shire of Irwin relationship 
 

Outcome 3: Service Coordination 

Objective: Facilitate and coordinate services to ensure continuity of service provision 

Area of support Description of Service 
Service coordination a) Manage the Centre in line with industry best 

practice 
b) Provide qualified and trained staff to deliver 

services 
c) Adhere to all relevant ISO standards pertaining to 

operations and management. 
d) Responsible for all contractor site inductions 
e) Facilitate monthly operational meeting with Shire of 

Irwin 
f) Maintaining a First Aid Room with a qualified First 

Aider on site during operational hours 
 

Outcome 4: Corporate Services 
Objective: Provide efficient and effective marketing, reporting and record keeping services  

Area of support Description of Service 
Corporate services a) Provide transition Plan and timetable for the 

handover of the management of the Irwin Recreation 
Centre 

b) Provide reports on gym membership numbers, 
weekly fitness/ sport services, and    external usage 

c) Provide IT management and associated program 
services relating to operations  

d) Reporting 
e) Monitor industry issues for impact on services 

and report to the Shire of Irwin on significant 
issues. 

f) Manage Website and Social Media 
g) Liaise with Shire designated Contract Officer in 

relation to operations, issues, fees and charges 
 

 
2.5.1 Gym  

A popular aspect of the Irwin Rec Centre is the 24-hour access gymnasium. Operating on an 
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electronic security fob basis, members of this well-equipped gym are free to come and go as they 
please to use the Centre’s gym facilities. The Gym includes weight machines, resistance machines, 
functional training machines as well as free weights and resistance equipment. New equipment for a 
full gym upgrade has arrived, with the Shire of Irwin assuming all financial obligations regarding gym 
equipment leasing and maintenance costs. It is envisaged that the new equipment will lead to an 
increase in membership numbers for the gym if promoted accordingly. 

While the Centre currently conducts a schedule of small group training morning sessions the 
opportunity to expand existing group classes is readily available with evening training a viable option 
which would appeal to a new demographic in the area of targeted adult group fitness classes. The 
area of personal and targeted small group training is also an area that presents an immediate 
opportunity for both the new operator and the community. 

 

2.5.2 Playing Surfaces 

The facility has 2 multipurpose courts on a sprung floor in the main stadium with courts marked for 
basketball, netball, badminton, volleyball, indoor cricket and indoor soccer. There is 1 court in the 
old part of the stadium which is marked for basketball.  

The precinct also has 5 fully fenced synthetic tennis courts at the southern end of the IRC. Two 
courts are under lights and 3 courts have only recently been resurfaced.  

The facility has 2 separate squash courts. 

The successful tenderer will be responsible for the upkeep and maintenance of these services, with 
the Principal responsible for court resurfacing as required/scheduled. 

 

2.5.3 Sporting Club Usage 

The following sporting clubs are based at the Irwin Recreation Centre 

• Dongara Senior Football Club 

• Dongara Junior Football Club 

• Dongara Hockey Club 

• Dongara Netball Club 

• Breezes Netball Club 

• Dongara Basketball Club 

• Dongara Tennis Club 

• Dongara Gymnastics Club 

Annual charges are applied to the majority of these groups. The Contractor is to review these 
annual charges and any changes to the fee structure including CPI adjustments will require 
consultation and approval from the Principal. 

 

2.5.4 Kiosk 

Inside the Main Stadium is a small Kiosk area, located next to the gym and accessible to the internal 
multifunctional courts. Currently the Kiosk is only open when requested by current user groups, 
noting that these hours are not fixed and can be altered by the Contractor to suit their delivery 
model. It would be expected that any changes to the operation of the kiosk would be done in 
consultation with the user groups and the Principal. Should the Contractor determine that the 
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operation of the kiosk is not viable, community volunteering options shall be investigated in 
consultation with the user groups and the Principal. 

 

2.5.5 Storage Shed 

A Storage Shed is located at the Precinct, external to the main complex for use by Sporting Clubs. 
This is also included as part of their annual fee package. A storage area within the stadium is also 
available to sporting clubs using the indoor courts and is included in their annual fee package.  

 

2.5.6 Creche 

The IRC has a designated Creche facility with the successful Respondent required to detail their 
vision relating to the service and ultimately its viability.  

 

2.5.7 Function Rooms 

The IRC has two function rooms.  

Irwin Function Centre  

The main function room to the north of the building that is perfect for wedding receptions, corporate 
events, conferences, training sessions, seminars, workshops, meetings or any major celebrations.  
The Function Centre is fully air-conditioned and has the capacity to cater for 200 people for a sit-
down meal. It has a full commercial kitchen, large cool room and modern bar and server area. 

Ocean Room  

Positioned at the southern end of the building with an outlook over the tennis courts, this facility 
offers a small kitchen and is utilised by the Tennis Club as a club house during the tennis season. 
The Ocean Room, with a capacity of up to 100 people, is ideal for meetings, conferences, 
workshops and seminars. It also has a large undercover outdoor area to take a break or entertain 
during a function. 

A range of opportunities exist for the function rooms such as: 

 
• Small conferences  
• Business events  
• Community events  

 

2.5.8   Website and Social Media 

The successful Respondent will be responsible for hosting the Centre’s Website and Social Media 
interactions with the community. It would be expected that the successful Respondent liaise with the 
Shire of Irwin as to expectations and the Websites overall presentation, content and graphics.  

Targeted social media and advertising would be employed to address to reverse a recent declining 
trend in participation through direct marketing in select areas including gym memberships, adult 
group fitness programs and participation in stadium visitations and programs.  

 

2.5.9     Licensing/Service of Alcohol 

For areas across the Centre where alcohol may be consumed but not sold for purchase, a small 
function exemption is applicable for events that host less than 70 people and for a duration of less 
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than four hours. Larger events such as after game presentations where alcohol is sold will require 
an occasional license to operate. 

 

2.5.10 Dongara District High School  

Dongara District High School currently utilise the facilities of the precinct to support its educational 
outcomes. It is expected that this relationship will continue with the successful Tenderer, who will 
liaise directly with the school to facilitate bookings and explore other positive outcomes for both 
parties.  

 

2.5.11 Evacuation Centre 
The IRC is a designated Evacuation Centre. In the event of an emergency the Shire of Irwin in 
conjunction with Emergency Services and the Department of Communities may take over the 
operations of the Centre for this necessary period. The Contractor may be required to work with the 
Shire during this time to assist or make changes regarding usual business practice. 
 

2.6 Exclusions 
2.6.1 Oval Maintenance and Repairs 

Mowing, maintenance and repairs of the Oval including fencing, lighting and other related structures 
will be undertaken by the Shire at the Shire’s cost, in accordance with the Asset Management Plan 
and budgetary provisions.  
Capital works on these playing surfaces may be undertaken by the Shire throughout the Contract 
term, subject to the availability of funds in Council’s annual budget.  
The Sporting Clubs using these surfaces will be responsible for the line marking, moving equipment 
and removal of rubbish on training and fixtured game days.  
An Annual Maintenance Plan will be developed by the Shire in consultation with the contractor to 
minimise any potential impact on programs and operations wherever possible. The Contractor will 
be responsible for informing the Principal of all bookings and events that may impact the 
Maintenance Plan.  

 

2.6.2 Structural Maintenance, Upgrades, Capital Works & Scheduled Maintenance 
Structural maintenance and annual scheduled/routine maintenance for the facility will be undertaken 
by the Shire at the Shire’s cost, in accordance with the Shire's approved Asset Management Plan 
and budgetary provisions.   
Capital Works on the facility may be undertaken by the Shire throughout the Contract Term, 
however these remain subject to Council's annual budget setting processes. Implementation of any 
such works will be undertaken in consultation with the Management Contractor to minimise impact 
on services.  
An Annual Maintenance Plan will be developed by the Shire in consultation with the contractor to 
minimise any potential impact on programs and operations wherever possible. This will include 
optimum times of the day and calendar year for access and downtime. The plan will be developed to 
ensure building compliance and statutory requirements are adhered to at all times, with the 
scheduled delivery being subject to Shire contractor availability.  

Requests for maintenance and repairs can be requested via MEX our Maintenance Software and 
will be subject to the availability of funds and at the discretion of the Principal.  
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2.6.3 Cleaning  

There is a current contract in place for the Cleaning of all ablutions, function rooms and the main 
entry and concourse area. The cleaning does not include the Gym and playing court surface, this 
will be the responsibility of the Contractor.  
 

2.6.4 IT systems 

Current Security and alarm systems, Network Infrastructure (Access Points, Meraki Teleworker, 
Ubiquity Edge Router, 4G modem, network layer 3 switches with POE, patch panels with optic cable 
installation and UPS) will be maintained by the Shire, but it is the responsibility of the Contractor to 
obtain internet connection and the Shire may assist you with configuring the network gears. The 
Contractor needs to provide their own ICT equipment, including a Next Generation Firewall 
(Fortigate or Palo Alto preferred) desktops, laptops, monitors, printers, photocopiers, scanners, 
PBX, phones, POS terminals, barcode scanners and any other ICT peripherals which will be the 
sole responsibility of the contractor for the supply, install and maintenance. Software installation 
(GYM Memberships Management and Access, Courts Booking, Function Rooms Bookings, 
subscription), XDR, Cyber Security, Data Backup and Encryption, Disaster Recovery Plan will also 
be the responsibility of the contractor. The Principal will refer related charges to the Contractor. 

Fixed ICT infrastructure including CCTV cameras and NVR, Meraki Teleworker, alarm system and 
security door will be managed and maintained by the Shire. 

Wi-Fi Access Points will be ordered and installed subject to the 2023/24 budget. 

 
2.6.5    External Maintenance 

The Contractor will be required to maintain the general presentation of the Centre. 
This would include (but may not be limited to): 

• Removal of external debris creating safety issues 
• Generation of MEX requests as required. 
• MEX reporting of graffiti and other non-structural repairs. 

The Shire will maintain the building exterior carpark areas, footpaths and other paved areas, 
external lighting, drainage systems and all landscaped and garden areas. 
 

2.6.6  Utilities 

Phone and internet charges will be charged to the Contractor. 

Power usage will be charged to the Contractor. 

Water usage will be charged to the Shire. 

 

2.6.7  Canteen, Bar and Gate facilities for North Midlands Winter Sport season 

The Dongara Senior Football Club, Junior Football Club, Hockey Club and Netball Club use the 
Canteen, Bar facilities and function room on the oval side of the complex, this access is currently 
part of their Annual package and is their main fundraiser. There is also a charge for access to the 
area on game days which is a general fee charged at all North Midland Association venues, this 
contributes to the costs of the seasonal package and generate operational income for the clubs 
involved. Any proposed changes to the Annual Packages shall be in consultation with the user 
groups and approved by the Principal. 
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2.7 Financial considerations   
2.7.1 Furniture, Equipment and fixtures 

A list of all non-fixed plant, furniture, fittings and equipment assets captured by our finance system 
and a recent internal Centre audit will be provided as a Furniture and Equipment Inventory in the 
Lease Agreement provided as a separate document. A full inventory and condition survey of the 
furniture, equipment and utensils will be conducted as part of the lease negotiations.   

 
Non-fixed plant, furniture, fittings and equipment onsite at the Irwin Recreation Centre will be made 
available in an As-is condition to the Tenderer. Please note there may be minor variations to this by 
time of Contractor appointment. 
 
You are at liberty to use the existing equipment or request the Shire to remove all or any part of the 
equipment: 
 

• Any equipment retained on site shall be recorded in an inventory and included in the 
management contract requiring the management contractor to care for and maintain the 
equipment during the term of the contract.  

• Any equipment requested to be removed will be deemed either: 
o Not required for the Tenderers operations; or  
o That provisions within the Operational budget have been made by the Tenderer for 

replacement.  
 
All retained furniture and equipment on the inventory (or purchased throughout the Contract Term) 
shall be returned to the Shire at the end of the contract term in a similar condition save for fair wear 
and tear. 

 
2.7.2 Insurance  

The Shire will insure and absorb expenditure relating to the building and Shire owned contents for 
the term of the contract. The respondent will be responsible for all content insurances relating to 
equipment owned by the Contractor. 

 

2.7.3 Lease Agreement 

The successful respondent will enter into a ‘peppercorn’ lease agreement for the facility which will 
set down these and other conditions to ensure clarity around management of the site. The specific 
conditions will be negotiated with the successful respondent on acceptance of their offer and 
tailored to that offer. Continuation of the lease will be contingent upon the successful delivery of the 
management contract.  

A Draft Copy of the Lease Agreement is provided in a separate document. 

 

2.7.4 Staff Gym Memberships 

The Shire currently offers gym membership at no cost for all its employees. The respondent is to 
provide a proposal to manage Shire staff membership for consideration by the Principal.  

 
2.8  Reporting 

The Respondent is to provide an annual audited financial report, monthly financial reports and 
quarterly reports. The quarterly reports are to address:  
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• Community outcomes supported 

• New programs/uses identified and imbedded 

• Usage statistics of each facility  

• Income versus expenditure for all facilities  

• Retention and attraction statistics for all facilities  

 

2.9 KPI’s  
The Shire will work with the Contractor to develop a set of Key Performance Indicators (KPI’s) to 
measure the IRC and Contractor’s overall performance. The IRC KPI’s will be focused on service 
provision, operating improvements and customer satisfaction levels, all components of the customer 
experience which the Shire rates highly as essential elements in delivering successful facility 
management. The below KPI’s provide a guide as to the development of future performance 
indicators. 
 
                                                                         
Key Performance Indicator Measurement 
Increased Gym Membership Numbers Measure membership numbers each quarter 

and report on figures  
 

Revenue/usage per head of population (based 
on 3,850 people, current figure as baseline) 

Measure revenue generated by the IRC on a 
head per capita basis each quarter 
 

Increased Bookings for Rooms  Record quarterly usage figures using existing 
room usage as a baseline figure 
 

Levels of member usage and attendance Number of member visits to gym 
 

Increased diversity of members Measure increased diversity in IRC 
membership i.e., age brackets and gender 
 

Customer Satisfaction and Feedback Conduct six monthly customer satisfaction 
surveys 
 

Service Quality (Reliability, Quality of staff) Align with customer satisfaction survey 
 

Implementation of additional programs and 
services 

Measure number of programs and services at 
IRC using previous program base as a 
guideline for measurement 
 

Website Traffic /hits/ Marketing Initiatives Monitor advertisements and website hits 
 

 
 
The Shire of Irwin will also focus on the relationship built with the Contractor in efficiently operating 
the IRC. Emphasis will also be placed on the Contractors responsiveness to problem/requests, 
managing conflict resolution, maintaining ongoing dialogue and ensuring that communications are 
open and neutral. 
 
2.10 Implementation Timetable 
Activity Indicative timeframe 
Tenders Open Mon 12 June 2023 
Mandatory Site Inspection Tuesday 20 June 2023 
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Tenders Close Tuesday 4 July 2023 
Council Meeting Tuesday 25 July 2023 
Commencement of Contract  TBC 

In order to minimise disruption to patrons and services we do not anticipate an “in and out style” 
changeover scenario, instead favoring a planned and seamless transition from the current operation 
to the new contractor operations. 
Tenderers are to nominate a commencement date and a date from which they will effectively take 
control of the Irwin Recreation Centre, for the Principal to consider and negotiate if necessary. 
 
Please provide a description of the transition program you propose together with a timeline from the 
time of contract execution to completion of the handover. A Gantt chart or similar is preferred. 
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3 Conditions of Contract 
 

3.1 General Conditions of Contract 
The Contract Conditions for the Supply of Services will apply. These are provided in detail in 
separate attachment Service Contract Conditions. 
   

3.2 Insurances 
The successful Respondent and its Sub-contractor(s) (if any) will be required to effect (and submit 
copies of certificates of currency for:  
 
(a) Public Liability Insurance in the sum of at least twenty million dollars (AUD$20,000,000) in 
respect to any one (1) claim and unlimited in the number of occurrences for all claims arising in any 
twelve (12) month period of insurance;  

(b) Professional Indemnity Insurance in the sum of at least ten million dollars (AUD$10,000,000) in 
respect to any one (1) claim and in the aggregate for all claims arising in any twelve (12) month 
period of insurance; and  

(c) Workers Compensation Insurance as required by law for the duration of the Contract or satisfy 
the Principal of its ability to meet obligations arising from the indemnity provisions of the Contract.  
The successful Respondent and its Sub-contractor(s) (if any) shall lodge certificates of proof the 
required insurance policies with the Principal before the commencement of the services provision, 
where there is any alteration to the insurance policies, when insurance policies are renewed and at 
such other times as the Principal may require. 
 

3.2 Period of Contract and Termination 
The Contract will be in force for the period of five (5) years, with an initial three (3) year term and a 
possible two (2) year extension.  However, in the event of the Contractor failing in any manner to 
carry out the Contract to the Principal’s satisfaction, the Principal may forthwith determine the 
Contract by written notice to the Contractor. 
 

3.3 Special Conditions of Contract  
3.3.1 Advertisements and Promotions on Premises  

The Contractor may erect on the premises or permit to be erected on Site only those signs:  
 
(a) required by law;  

(b) required to brand the Respondent’s premises  

(c) that adheres to the Shire’s signage policy.  
 
The Respondent shall not erect on Site, or permit to be erected on site, any other sign, 
advertisement, promotion or other display without the written approval of the Superintendent. 
 

3.3.2 Publicity  
The Respondent shall agree at the start up meeting which information, publication, document or 
article for publication in any media are allowable under the Contract without the written approval of 
the Principal. 

3.3.3 Smoking on the Premises  
Smoking is not allowed at any of the Principal’s owned or managed facilities. The Contractor shall at 
all times ensure that all employees and visitors to the property comply with the smoking prohibition 
on site and any other requirements by law. 
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3.3.4 WHS Regulations 
The Contractor shall comply with the Work Health and Safety Act 2020 (the “Act”) and the Work 
Health and Safety Regulations 2020 (the “Regulations”) and with any amendments that may be 
made to the Act and Regulation from time to time. 
  
The Contractor shall be solely responsible for ensuring that wherever practicable, its employees and 
those of the Sub-contractors and employees of Separate Contractors, the Principal, 
Superintendents, and visitors to the premises, are not exposed to hazards. 
  
Attention is drawn to the requirement to keep manufacturers/suppliers “Material Safety Data 
Sheets”. These sheets should be consistent with the “Work Safe” information and format.  
A copy of all “Material Safety Data Sheets” shall be kept on Site by the Contractor and made 
available to the Superintendent upon request.  
 
 3.3.5 Safety Audit Inspections  

a) The Principal, under the WHS Act and Regulations, will from time to time inspect works 
and services carried out on site by the Contractor, to ensure that works are being 
completed in accordance with the relevant codes and regulations by carrying out a 
Safety Audit Inspection (“Inspection”).  

b) The Contractor’s Representative will receive reasonable notice in writing of an 
Inspection. In the case of an emergency, the Principal need not give written notice, but 
must give oral notice prior to an Inspection.  

c) At an Inspection, the Principal is to be given full access to the premises. The Contractor’s 
Representative must produce records and documents upon a request from the 
Superintendent or, in the case of an emergency, the Principal.  

d) Except in an emergency, the Principal must be accompanied by the Contractor’s 
Representative on any Inspection.  

e) All areas which are in the opinion of the Superintendent, or in an emergency the 
Principal, are a breach of the Contractor’s occupational health and safety plan, 
provisions of the Contract relating to safety or which pose a risk to occupational health 
and safety, are to be addressed and resolved to the satisfaction of the Superintendent as 
a matter of urgency by the Contractor.  

f) Where there:  

i. Has been a breach of the Contractor’s occupational health and safety plan, 
provisions of the Contract relating to safety and there is a high risk to 
occupational health and safety; and  

ii. Is an imminent risk of injury or death as determined by the Superintendent, or 
in the case of an emergency the Principal, an instruction may be given to 
cease all works or services until the issue is resolved to the satisfaction of the 
Superintendent. The Superintendent or the Principal may notify WorkSafe WA 
where breaches in safety regulations and legislation exist. 

iii. If the Contractor is instructed to cease work, all costs resulting are to be 
borne by the Contractor. The Contractor will not be entitled to any damages. 
The Principal will not be liable for any additional cost, fee, charge or penalty 
as a result of this delay.  

 
3.4 Chemical Information  

The use of chemicals specified or required during the currency of this Contract shall comply with the 
requirements of the Act and associated Regulations concerning information on chemical 
substances.  
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The Contractor shall ensure manufacturers, importers and suppliers of chemical substances for use 
on the works, are responsible for providing information on those substances to be used, refer to 
Section 23(3) of the Act.  
 
Copies of all information supplied shall be kept on the premises.  
The Contractor is responsible for passing on information supplied by manufacturers; importers and 
suppliers of chemical substances to workers on premises refer to Section 19(1)(B) of the Act. 
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4 Respondents Offer 
4.1 Offer Form 
 
The Chief Executive Officer 
Shire of Irwin 
11-13 Waldeck Street 
Dongara WA 6525 
 

I/We (Registered Entity Name):  

Of (Registered Street Address):  

ABN:  ACN (if 
applicable):  

Phone No:  Fax No:  

Email:  

 
In response to Request for Quotation (RFQ) 
 
RFT 01 of 2022/23 – Irwin Recreation Centre Management Services  
 
I/We agree that I am/We are bound by and will comply with this Request and its associated 
schedules, attachments, all in accordance with the Conditions of Quotation contained in this 
Request signed and completed. 
 
The quoted price is valid up to ninety (90) calendar days from the date of the RFQ closing or forty-
five (45) days from the Council’s resolution for determining the RFQ, whichever is the later unless 
extended on mutual agreement between the Principal and the Respondent in writing.  
 
I/We agree that there will be no cost payable by the Principal towards the preparation or submission 
of this Quotation irrespective of its outcome. 
 
The quoted consideration is as provided under the schedule of rates of prices in the prescribed 
format and submitted with this RFQ.  
 
Name of authorised 
signatory:  

Position:  

Email:  

Phone:  Postal address: 
 
 
 

Signature of authorised 
signatory of 
Respondent: 

 

Dated:  
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4.2 Compliance Criteria 
Please select with a “Yes” or “No” whether you comply with the following compliance criteria: 
 

a) Respondents are to provide acknowledgment that your organisation has 
submitted in accordance with Part 1 Conditions of Tendering.  

Yes /  No 
 
 

b) Respondents are to provide acknowledgment of completing and signing the 
Offer Form and provision of your pricing submitted in the format required by 
the Principal. 
 

Yes /  No 

c) Respondents acknowledge that their Offer is conforming with Part 2 
Statement of Requirements and if not meets the requirements under section 
1.16 Alternative Tenders  to supply an Alternative Tender.  

Yes /  No 

d) Respondents are to provide any licenses and registrations required to 
perform the goods/services. 
 

 
Yes /  No 

e) Respondents have provided acknowledge of any Addendums that have been 
issued.  

Yes /  No 
 

f) Respondents are to provide acknowledgment that your organisation has 
submitted in accordance with the General Conditions of this RFT. If not, 
provide a list of departures from the proposed Conditions of Contract and any 
proposed amendments.  

Yes /  No 

g) Respondents are to supply evidence of their insurance coverage in Schedule 
2 including, insurer, expiry date, value and type of insurance Including: 
Public Liability Insurance $20,000,000 
Products Liability Insurance $20,000,000 
Professional Indemnity Insurance $10,000,000  
Vehicle, Plant & Machinery Insurance  
Workers Compensation Insurance  
 

Provided 
 

Yes /  No 
 

Risk Assessment Yes or No 

 
Respondents must address the following information in an attachment and label it 
“Risk Assessment”: 

 
1. If companies are involved, attach their current ASIC company extracts 

search including latest annual return. 
 

2. Are you acting as an agent for another party?  If Yes, attach details 
(including name and address) of your Principal. 
 

3. Are you acting as a trustee of a trust?  If Yes, give the name of the trust and 
include a copy of the trust deed (and any related documents); and if there is 
no trust deed, provide the names and addresses of beneficiaries. 
 

4. Do you intend to subcontract any of the Requirements?  If Yes provide 
details of the subcontractor(s) including the name, address and the number 
of people employed; and the Requirements that will be subcontracted. 
 

5. Will any actual or potential conflict of interest in the performance of your 
obligations under the Contract exist if you are awarded the Contract, or are 
any such conflicts of interest likely to arise during the Contract?  If Yes, 
please supply in an attachment details of any actual or potential conflict of 
interest and the way in which any conflict will be dealt with. 
 

6. Are you presently able to pay all your debts in full as and when they fall due? 
 

7. Are you currently engaged in litigation as a result of which you may be liable 

 
 
 
 

Yes / No 
 
 

Yes / No 
 
 

Yes / No 
 
 
 

Yes / No 
 
 
 

Yes / No 
 
 
 
 
 

Yes / No 
 

Yes / No 
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for $50,000 or more?  If Yes please provide details. 
 

8. Provide a minimum of two referees that are relevant to the Contract 
requirements. 
 

9. Respondents are required to provide a brief description on the Organisation, 
such as number of years in business, Directors/Owners, Organisational 
structure. 
 
 

 

 
 
Yes / No 
 
 
Yes / No 
 

Workplace Health & Safety  

Compliance with the following WHS management System Requirements:  
If answered Yes, evidence may be requested at a later stage. 
  
Policy & Management 

1. Is there a written company Health and Safety policy? 
 

2. Is there a WHS Management System? 
 

3. Is the WHS Management System audited or reviewed on a regular basis? 
 

4. Is there a company WHS Organisation Chart? 
 
Safe Workplace Practices & Operating Procedures 

1. Have you prepared safe operating procedures or specific safety instructions 
relevant to your operations? 
 

2. Are safe operating procedures or specific safety instructions issued to 
Employees? 
 

3. Does the company have any Permit to Work systems? 
 

4. Do you provide safety induction programs and ongoing training to 
Employees? 
 

5. Is a record maintained of all training and induction programs undertaken for 
employees/members in your company? 
 

6. Are regular WHS Inspections conducted of the premises or work area? 
 

7. Is there a procedure by which employee/ members can report hazards? 
 
Note: The Shire of Irwin is currently in the process of transitioning to WHS Monitor, 
as part of our compliance with the Workplace Health & Safety 2020 Act. As we 
progress Contractors may be required to use the program to prove their compliance 
and therefore we ask that you are familiar with the Act. 

 
 
 
 
Yes / No 
 
Yes / No 
 
Yes / No 
 
Yes / No 
 
 
Yes / No 
 
 
Yes / No 
 
 
Yes / No 
 
Yes / No 
 
Yes / No 
 
 
Yes / No 
 
Yes / No 
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4.3 Qualitive Criteria 
Before responding to the following qualitative criteria, Respondents must note the following: 

1. All information relevant to your answers to each criterion are to be contained within your 
Quotation. 

2. Respondents are to assume that the Evaluation Panel has no previous knowledge of your 
organisation, its activities or experience. 

3. Respondents are to provide full details for any claims, statements or examples used to 
address the qualitative criteria; and 

4. Respondents are to address each issue outlined within a qualitative criterion. 
 

Qualitative criteria Weighting 
 

A. Relevant Experience in providing Recreation Centre Management in a 
Regional Location 

Tenderers must address the following information in an attachment and label it 
“Relevant Experience”. 
Please provide details of your Organisations relevant experience that demonstrates 
your ability to satisfy the requirements of this tender including, however not limited to: 

a) Provide details of your experience in providing Rec Centre Management 
services, preferably in a regional location under a contract arrangement. 

b) Demonstrate competency and proven track record of achieving outcomes 
including performance against KPI’s. 

c) Provide details of how you intend to expand and develop services at the Centre. 
d) Provide details of issues that arose and how they were managed.  

 

15% 

 
B. Key Personnel Skills and Experience  

Tenderers must address the following information in an attachment and label it “Key 
Personnel Skills and Experience”:  
Please provide details of resourcing structure and provide as a minimum information of 
proposed personnel to be allocated to this contract, such as: 

a) Their role in the performance of the Contract; 
b) Their previous experience in a similar role including responsibilities of the role 

and duration in that role  
c) Curriculum Vitae;  
d) Membership to any professional or business association;  
e) Qualifications, and  
f) Any additional information.  

Where the intention is to recruit locally, state this and supply information about who will 
mentor and train the personnel and the experience of key staff (State Manager etc) who 
will support them to achieve the contract outcomes.  
 

25% 

 
C. Community Benefit & Local Knowledge 

Tenderers must address the following information in an attachment and label it 
“Community Benefit & Local Knowledge”:  
Please demonstrate the benefit to the community of their proposal including: 

a) Social inclusion 
b) Family friendly facility 
c) Engaging more people in recreation 
d) Contribution to club success/viability 
e) Supporting Dongara District High School outcomes 

 

15% 
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D. Methodology & Transition Process 

Tenderers must address the following information in an attachment and label it 
“Methodology & Transition Process”:  
Please demonstrate an appreciation of the Requirements, including: 

a) Strategies for improving performance  
b) Identification of new opportunities including demographic assessment for 

potential programs and services 
c) value adding through existing contacts/partnerships 
d) intended marketing plans 
e) customer service plans 
f) commencement date and transition timeline 

25% 

 
E. Price  

 
20% 
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4.4 Pricing Consideration  
The weighted price method has been used as price is considered to be crucial to the outcome of the 
contract. The price will be assessed alongside Qualitative Criteria. 
4.5  Pricing Information 
Respondents must complete the Price Schedule. Before completing the Price Schedule, 
Respondents should ensure they have read this entire Request for Tender. 
 
All prices for goods/services offered under this Request are to be fixed for the term of the Contract.  
Tendered prices must include Goods and Services Tax (GST). 
 
Unless otherwise indicated prices tendered must include delivery and any associated costs, and all 
applicable levies, duties, taxes and charges.  Any charge not stated in the Response, as being 
additional will not be allowed as a charge for any transaction under any resultant Contract. 
 

4.5.1 Price Basis 
 
Are you prepared to offer a fixed price? 

If answered Yes, please complete Schedule 1 – Price Schedule. 

 

Yes  /  No 
 

Are you eligible for the Regional Price Preference? Yes  /  No 

  
 
  



 

Shire of Irwin – RFT Irwin Recreation Centre Management Services  Page| 33  

5 Schedules  
 
5.1 Schedule 1- Price Schedule 

Year $ (ex GST) $ (inc GST) 

1 
  

2 
  

3 
  

Total -Years 1 to 3   

4   

5   

Total -Year 4 & 5   

Total    
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5.2 Schedule 2 – Insurance  
 

 
Type 

 
Policy Number 

 
Value 

 
Expiry Date 

Copies 
Provided 

   
$ 

  

☐ 

   
$ 

  

☐ 

   
$ 

  

☐ 

   
$ 

  

☐ 

 
 
5.3 Schedule 3 – Subcontractor Details 
 
 

 
Name of Subcontractor 

Description of Works/Plant items 
proposed be Subcontracted  

% of Total works 
which will be 

subcontracted 
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5.4 Schedule 4 – Demonstrated Experience 

Please provide details of previous projects of a similar nature. 
 

Project Description Client  Value Duration 

 
 
 

Name 
 

 
 
$ 

 

Phone Number 

 Name  
 
$ 

 

Phone Number 

 Name  
 
$ 

 

Phone Number 
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6 Drawings & Plans 
6.1 IRC Floor Plan 
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Lot 940 

 
Lot 941 
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Shire of Irwin 
ATTACHMENTS – ORDINARY COUNCIL MEETING                                                                                                25 July 2023 

 

                         

 Function Officer Date of 

decision 

Decision Description Address 

Grant a Building Permit Manager Development 12 June 2023 Granted Building Permit – Patio Lot 43 (No. 49) Springfield Drive, Springfield 

Grant a Building Permit Manager Development 27 June 2023 Granted Building Permit – Shed Lot 289 (No. 27) Carnarvon Street, Port Denison 

Grant a Building Permit Manager Development 30 June 2023 Granted Building Permit – Shed Lot 100 (No. 39) Fane Road, Bonniefield 

Local Planning Scheme No.5 Manager Development 13 June 2023 Granted Development Approval – Single House (Outbuilding) Lot 342 (No. 151) Fane Road, Bonniefield 

Local Planning Scheme No.5 Manager Development 15 June 2023 Granted Development Approval – Home Occupation (Beauty 

Therapy) 

Lot 766 (No. 13) Abbot Terrace, Port Denison 

Local Planning Scheme No.5 Manager Development 15 June 2023 Granted Development Approval – Single House (Outbuilding) Lot 44 (No. 14) Watson Place, Dongara 

Local Planning Scheme No.5 Manager Development 15 June 2023 Granted Development Approval – Single House (Outbuilding) Lot 257 (No. 18) North Shore Drive, Dongara 

Local Planning Scheme No.5 Manager Development 16 June 2023 Granted Development Approval – Single House (Balcony) Lot 54 (No. 7) Reeve Terrace, Port Denison 

Local Planning Scheme No.5 Manager Development 16 June 2023 Granted Development Approval – Building Envelope Lot 28 (No. 31648) Brand Highway, Bookara 

Local Planning Scheme No.5 Manager Development 20 June 2023 Granted Development Approval – Grouped Dwelling x 2 Lot 18 (No. 9) Francis Street, Port Denison 

Local Planning Scheme No.5 Manager Development 27 June 2023 Granted Development Approval – Single House (Alterations/ 

Additions) 

Lot 6 Calytrix View, Bonniefield 

Local Planning Scheme No.5 Manager Development 30 June 2023 Granted Development Approval – Single House (Front Fence) Lot 1 (No. 92) Tulloch Drive, Dongara 

Local Planning Scheme No.5 Manager Development 30 June 2023 Granted Development Approval – Single House (Outbuilding) Lot 239 (No. 18) Bayliss Road, Dongara 

 
 

 

 
 

Records of exercise of delegated powers or duties – Development, June 2023 
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Shire of Irwin Audit Committee Meeting 
 

 to be held in the Council Chambers 
 

Tuesday, 27 June 2023 
at 4.00pm 

 

Minutes 
 
1. DECLARATION OF OPENING/ANNOUNCEMENT OF VISITORS 

Meeting was declared open at 4.20pm 
 

2. RECORD OF ATTENDANCE/APOLOGIES/LEAVE OF ABSENCE  
 

Members 
Cr I Scott (Chairperson)   Shire of Irwin Councillor 
Cr M Leonard (Deputy Chairperson) Shire of Irwin Councillor – Via TEAMS 
Cr G Eva     Shire of Irwin Councillor 

 
Staff 
Mr S D Ivers    Chief Executive Officer 
Ms P Machaka    Manager Finance  
Ms J Morgan    Minute Taker 

 
Apologies 
Cr G Eva 
 
Guests 
Mr Subha Gunalan   Office of the Auditor General  
Mr Caden Manfield   Pitcher Partners 
Michael Liprino    Pitcher Partners 

3. CONFIRMATION OF MINUTES 

3.1. Minutes of the Audit Committee Meeting held 3 May 2023 

A copy of the minutes of the Audit Committee Meeting held 3 May 2023 have been provided to 
all Committee Members under separate cover.  
 

COMMITTEE MOTION: 
 
MOVED: Cr Leonard SECONDED: Cr Scott 
 
That the Minutes of the Audit Committee Meeting, held 3 May 2023, be confirmed as a true 
and accurate recording of that meeting. 
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4. NEW BUSINESS ITEMS 

4.1 Entrance Meeting for Audit 2022/23  
 
Areas of Audit focus 
FY23 – Low/high significance currently sits in high significance. 
Revenue recognition is from rates, grants, fees and charges and we ask the following: 
 

- What do I have to do? When? And how much 
 

We look at control around that time and revenue testing over the past 9 months – no issues have 
been raised for revenue recognition, we have 3 months to complete to provide the full year’s 
outcomes. 
 
Property, Plant, Equipment and Infrastructure. 
We can report, external and internal damage, conditions of assets and impairments, 
performers/changes in staff have all been recognised by the Finance Manager and all have been 
icked up and signed off and is signing off monthly.  No concerns raised and no concerns from the 
Councillors noted. 
 
Employee Benefits 
Annual leave, long service leave estimation required and dependent on when they will be taken for 
accounting purposes.  
 
You will need to consider their hourly rates, length of service, inflation rates, to be able to 
undertake and fully access the assumptions. 
 
Final comments – the final report will be complete for the year, in 3 months’ time.  Further 
information is available from our presentation for further information and review and please contact 
us if you require further information.  (attached Pitcher Partner Audit Plan dated 27 June 2023). 
 
Accounts are received on a timely basis, estimates always considered and approved. 
 
In the interim, nothing coming to us has raised any concerns at all, good work.   
 

5. GENERAL BUSINESS  

Nil. 

6. URGENT BUSINESS APPROVED BY CHAIR OR BY COMMITTEE DECISION 

Nil. 

7. SETTING OF FUTURE MEETING DATES 

 26 September, 2023, prior to the Ordinary Council meeting. 

8. CLOSURE 

The meeting was declared closed at 4.55pm. 
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Shire of Irwin Audit Committee Meeting 

 held in the Council Chambers 

Wednesday 3 May 2023 

at 4.00pm 

Minutes 

1. DECLARATION OF OPENING/ANNOUNCEMENT OF VISITORS

2. RECORD OF ATTENDANCE/APOLOGIES/LEAVE OF ABSENCE

Members
Cr I Scott (Chairperson)   Shire of Irwin Councillor
Cr M Leonard (Deputy Chairperson) Shire of Irwin Councillor

Staff
Mr S D Ivers Chief Executive Officer 
Ms P Machaka  Manager Finance 
Ms Jane Morgan  Executive Assistant to the Chief Executive Officer 

Apologies 
Cr G Eva Shire of Irwin Councillor 

Guests 
Ms Caitlin McGowan  Office of the Auditor General 
Mr Michael Fay  Pitcher Partners 
Mr Caden Manfield      Pitcher Partners 

3. CONFIRMATION OF MINUTES

3.1. Minutes of the Audit Committee Meeting held 13 February 2023

A copy of the minutes of the Audit Committee Meeting held 13 February 2023 have been provided
to all Committee Members under separate cover.

COMMITTEE MOTION: 

MOVED: Cr Scott SECONDED: Cr Leonard 

That the Minutes of the Audit Committee Meeting, held 13 February 2023, be confirmed as a 
true and accurate recording of that meeting. 
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4. NEW BUSINESS ITEMS 

4.1. Shire of Irwin Audit Plan – Pitcher Partners  
 

The Shire of Irwin’s audit for the year ended 30 June 2022 was completed by Pitcher Partners on 
behalf of the Office of the Auditor General (OAG) and identified matters that are significant. The 
purpose of the report (Attachment 4.3) is to comply with Section 7.12A(4) (5) of the Local 
Government Act 1995 which states that a local government must: (a) prepare a report addressing 
any matters identified as significant by the auditor in the audit report, and stating what action the 
local government has taken or intends to take with respect to each of those matters; and 

 
(b) give a copy of that report to the Minister within 3 months after the audit report is received by 
the local government.  
 
(5) Within 14 days after a local government gives a report to the Minister under subsection 
(4)(b), the CEO must publish a copy of the report on the local government’s official website.  

 
The Shire is required to prepare a report for the Audit & Risk Committee and seek Council’s 
endorsement before forwarding a copy to the Department.   

 
 

 

COMMITTEE MOTION: 
 
MOVED: Cr Leonard SECONDED: Cr Scott 
 
That the Shire of Irwin Audit Committee endorses the Office of the Auditor General (OAG) 
Performance Audit 2021-22 Report, provided as Attachment 4.1  
 

5. GENERAL BUSINESS  

Nil. 

6. URGENT BUSINESS APPROVED BY CHAIR OR BY COMMITTEE DECISION 

Nil. 

7. SETTING OF FUTURE MEETING DATES 

8. CLOSURE 

Deputy Shire President, declared the meeting closed at 5.37pm with the next meeting date to 
be set. 
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