
REQUEST FOR TENDER (RFT)
FOR THE PROVISION OF:

TENNIS PROGRAMME 
MANAGEMENT AND 
COACHING SERVICES 
TO CANBERRA  
GRAMMAR SCHOOL
CONTRACT PERIOD: 2021 AND 2022 SCHOOL YEARS

LODGEMENT OF SUBMISSIONS
Tenders must be marked ‘Private and Confidential’ 
and forwarded to the address shown below:

Director of Business 
Canberra Grammar School 
40 Monaro Cres, RED HILL 2603 
kent.peters@cgs.act.edu.au

Closing Time and Date:   
5:00pm Monday 12 October 2020

READY FOR 
THE WORLD
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Canberra Grammar School is a co-educational Independent Anglican School offering outstanding 
academic education, co-curricular opportunities and pastoral care to day and boarding students of all 
backgrounds and faiths within a community guided by Christian values.

Canberra Grammar School invites Expressions of Interest to enter into a Contract for the provision of 
‘Tennis Programme Management and Coaching Services’ for the School. These services to be provided 
at a time mutually agreed by the School and the Contractor.

The School is also looking to further develop the use of its tennis facilities at the School in both terms 
of a resident coaching academy, club-based programmes involving the wider community, and specific 
tournament hosting.  

The School has excellent facilities available for tennis and has four hard courts that are scheduled to 
be fully lit in 2021 and provide the opportunity for year-round usage. There are also two additional hard 
courts that are shared jointly between Tennis and Netball. The School also has other facilities that 
could be utilised in the overall development of a Tennis Centre of Excellence.

CGS is blessed with a with a large and beautiful campus, fine facilities, and excellent teachers. Our 
history is rich in academic, sporting and artistic achievement, and the School is fortunate to be in the 
heart of Australia’s capital, surrounded by the great intellectual, cultural and political institutions of our 
nation. However, the true indication of a school’s quality is not in its environment or its past but in how 
well its students learn to become curious, creative, confident and compassionate citizens of the world.

Canberra Grammar School runs an outstanding sport and co-curricular programme for students 
from Kindergarten to Year 12 students. We cater for students with varying levels of ability, and offer 
programmes that are highly competitive and others that are recreational.  Pathways are provided for 
elite students who want to excel. Having access to the best possible coaches and facilities enhances 
the students’ sporting skills, physical fitness and creates an enjoyable experience.

Canberra Grammar School participates in the Tennis ACT junior pennant competitions 

The Contract will be for a two (2) year period which is anticipated to commence in January 2021. 
Canberra Grammar School, with the mutual agreement of the Contractor, will have the option to extend 
the Contract for a further period of Two (2) years. 

SUMMARY
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DISCLAIMER
The School is not contractually committed in any way to respond applicants of this EOI. 

The issuing of this EOI does not commit or otherwise oblige the School to proceed  
with any phase or part of the project described herein.

The figures and estimates contained within this document are indicative only and 
are supplied as a guide to prospective respondents and as such no warranty of their 
accuracy is given.
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SECTION A – CONDITIONS OF 
EXPRESSION OF INTEREST

1. PREPARATION AND LODGEMENT OF
EXPRESSIONS OF INTEREST

1.1 Further Information - Requests from Potential Respondents to the School

1.1.1 Enquiries by potential respondents for further information, or queries regarding
the Expression of Interest, should be directed in the first instance to:

Mr Stuart McNeill

Director of Active Education (Senior School)

T +61 (2) 6260 9717

E stuart.mcneill@cgs.act.edu.au

1.2 Lodgement of Expressions of Interest

1.2.1 Expressions of Interest must be lodged at the School on or before the 
Expression of Interest closing time and date stated at paragraph 1.2.2 below.

Respondents will lodge an original plus 1 copy of the submission.  

1.2.2 Each proposal will be enclosed in a sealed envelope or other sealed container, 
and be endorsed as follows:

‘EXPRESSIONS OF INTEREST – Director of Tennis Operations’

Closing Time and Date:  5:00pm Monday 12 October 2020 

Applications should be sent to:

Director of Business

Canberra Grammar School

40 Monaro Cres, RED HILL 2603

Or may alternatively be lodged electronically by transmittal to the following 
email address:

kent.peters@cgs.act.edu.au

1.2.3 Late Expressions of Interest will not generally be accepted.
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2. EXPRESSION OF INTEREST RESPONSE

 2.1 EOI Timeframe

 2.1.1 The timeframe proposed for the EOI process is as follows:

  (a) Closure of EOI Mon 12 Oct 2020

  (b) Completion of Submission evaluation Fri 16 Oct 2020 

  (c)   Interviews Fri 23 to Fri 30 Oct 2020

  (d) Completion of negotiations Mon 9 Nov 2020

  (e) Notification to all submitters Mon 9 Nov 2020

  (f) Commencement of Contract Jan 2021

 TIMELINE

 2.1.2 Respondents are advised, however, that the timeframe is indicative only.

 2.2    Offered Prices

 2.2.1 Offered prices must state whether GST is included or excluded.

 2.3    Confidentiality

 2.3.1 Respondents are advised that, subject to the Freedom of Information Act (FOI) 1982,  
  the School will keep proposal information confidential.
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3. EXPRESSION OF INTEREST OVERVIEW  
 OF REQUIREMENTS

 3.1 Overview of Requirements

 3.1.1 Respondents are advised that the criteria listed hereunder, which are not in order  
  of priority, will be applied in the assessment of the Expressions of Interest.  
  The School reserves the right to assess on all or some of the criteria listed below.  

 3.1.2 Respondents must ensure that, where a response is required to a specific criterion,  
  their tenders comprehensively address that criterion:

 (a) Tennis in the Primary School (Years 3 to 6)

Manage the Primary School (3-6) Co-Curricular Tennis Programme and develop, as well as 
implement, a stage appropriate programme that progressively develops our students to 
cater for participation and excellence. 

That includes being responsible for the preparation, implementation and evaluation of 
Tennis sessions which accommodate to the needs of individual children and age groups. 

The Co-curricular Tennis Programme currently covers the following timeframes:

• Monday 1:30pm to 3:00pm (Year 3/4 Sport)

• Monday 3:20pm to 4:45pm (Year 5/6 Co-curricular Sport)

• Wednesday 7:15am to 8:30am (Year 5/6 Co-curricular Sport); and

• Wednesday 3:20pm to 4:45pm (Year 3/4 Co-curricular Sport).

 DUTIES

• Guide all supporting staff as well as assisting coaches by suggesting and explaining 
activities 

• Support the safety and wellbeing of all CGS students 

• Assist with student roll marking, check on punctuality of students and ensure records 
of student attendance are maintained. Report students’ absences if applicable

• Ensure that appropriate behavior is demonstrated during all sessions

• Emphasize that safety, skills and enjoyment are paramount 

• Ensure that total confidentiality is maintained regarding all matters related to the 
children; and

• Administer first aid and complete an Incident Report where an accident has occurred.
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  Beyond the cocurricular

• Provide personal, pair or group coaching sessions (throughout the school day, before 
and after school) which cater for the individual needs of the Tennis players and provide 
individualised Tennis pathways for members of the CGS Community

• Provide opportunities for club-based competitions and assist in preparation and team 
nominations for ACT Tennis League competitions

• Facilitate a yearly CGS Tennis Tournament (Primary School and Senior School 
separately) 

• Work in cooperation with Tennis ACT to facilitate Tennis Gala Days or similar events

• Manage and ensure coaching quality of all CGS Tennis Club activities

• Uphold a positive, professional and friendly relationship to all members of the  
CGS community

• Liaise with and report to relevant School Directors and Heads of Sport on a  
regular basis

• Support PDHPE staff in providing age appropriate Tennis programmes which foster  
a desire to engage in Tennis

• Maintenance and safe storage of equipment; and

• Undertake other duties as directed.

Provide appropriate coaching based on stage and pathway (participation/excellence), 
including managing the coaching quality across all programmes. Work closely with the 
Primary School Director of Action & Service, the Senior School Director of Tennis and 
the Senior School Director of Active Education in terms of assisting with the overall 
development of the Tennis Programme in across the whole School.

(b) Tennis in the Senior School

Manage the Senor School Co-curricular Tennis Programme and develop as well as 
implement a stage appropriate program that progressively develops our students to cater 
for participation and excellence. 

That includes being responsible for the preparation, implementation and evaluation of 
Tennis sessions which accommodate to the needs of individual children and age groups. 

The Co-curricular Tennis Programme currently covers the following time frames:

• Tuesday 7:00am to 8:30am

• Wednesday 3:30pm to 5:00pm; and

• Thursday 3:30pm to 5:00pm.
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(c) Courts

Utilise courts to develop Tennis in the wider school community and also the wider 
community.

 Examples may include:

• Holiday tournaments

• Holiday tennis camps

• Private coaching

• Social tennis for the broad CGS community

• CGS Father – daughter/son or Mother – son/daughter days; and

• Adult coaching.

(d) Administration and Reporting

 The following administration and reporting is expected and should be considered when  
 completing your proposal:

• You will maintain records that support your compliance with the Schools Mandatory 
Requirements outlined in Item 4

• You will invoice the School for services provided on a monthly basis; and

• You will provide the School with termly reports including

 » Participation numbers; and

 » Individual tennis report similar to academic reports.

4. MANDATORY REQUIREMENTS

 All submissions must confirm compliance with the following requirements:

• The Supplier (you) maintains current Public Liability Insurance

• The Supplier (you) maintains current Workcover Insurance for all of your staff

• The Supplier (you) will manage staff PAYG and superannuation obligations

• The Supplier (you) ensures that all staff working for you have current Working with Children 
Cards when working at Canberra Grammar School

• The Supplier (you) will provide us with a list of all staff working at Canberra Grammar School 
prior to the commencement of each season and an email address and copy of their current 
Working with Children Check for each employee; and

• The Supplier (you) will ensure that all staff complete a mandatory induction and child protection 
programme issued by Canberra Grammar School and any subsequent professional development 
programs for contracted staff within seven (7) days of commencing at the School. 
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5. HIGH LEVEL INFORMATION TO ASSIST IN PREPARING  
 A SUBMISSION

To assist with your consideration of factors influencing the cost associated with your expression 
of interest and potential research design we provide the following information below.

The purpose of the Co-curricular Programme at Canberra Grammar School is to enrich the 
learning of our students through education beyond the classroom. The School seeks to promote 
a harmonious balance between all aspects of its Co-curricular offerings in terms of both 
commitment and opportunities. 

Many sporting and performing arts activities are offered, the range of which is regularly reviewed. 
Students have the chance to engage in challenging Outdoor Education trips and cultural immersion 
tours, as well as taking part in a variety of activities such as film, dance, debating, coding and chess. 

The experiences that make up the Co-curricular Programme usually involve the students coming 
together to achieve a common goal and have either a competitive element or performance/
exhibition component. Involvement in Co-curricular activity offers students the chance to 
experience success and understand their own personal worth, talents and leadership capacity, 
with the opportunity for senior students to be awarded the role of Activity Captain. 

The Co-curricular Programme is about building character and allowing students to learn about 
service, teamwork, commitment and fair play. It is also about the important characteristics of 
demonstrating humility in success and dignity in defeat. 

• The School is situated on 20 acres of land at the base of Red Hill, Canberra

• Canberra Grammar School is attended by approximately 2,200 students, 1,200 in the Senior 
School and 1,000 in the Primary School. The School is home to 130 boarding students

• In 2021 approximately 40% of the School will be female; and

• The School prides itself on providing an excellent pastoral care programme and has a 
structure in place that involves dedicated resources that are actively involved with the 
education and wellbeing of each and every student.

6. YOUR EXPRESSION OF INTEREST

Your Expression of Interest (EOI) should include a brief capability statement explaining how 
you are qualified to perform the services (ie description of similar assignments, experience in 
similar situations, availability of appropriate skills among staff), and may include supporting 
documentation such as brochures and/or samples of original written work.

Specific Requirements:

• A high level plan on how you would approach the work

• Details of any information or resources that you would require (other than those mentioned in 
this document to complete this work)

• A detailed cost estimate that is broken down into project steps or elements so the School 
can consider acceptance of all or some of the items. Where a discount applies to acceptance 
of multiple components this should be clearly indicated; and

• Value add suggestions (costed separately) that the School may not have considered and 
could enhance this role. 
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7.   EVALUATION METHODOLGY 

The Expressions of Interest will be reviewed by an Evaluation Panel and will be against the 
criteria listed in clause 3.1.2 and utilising the table below in terms of the weighting of the 
evaluation.  The basis of the evaluation will be to determine which proposals represent best 
service and value for money for the School.

CRITERIA DESCRIPTION

1. Experience and expertise (40%)

Experience Demonstration of capability and expertise in offering coaching 
services and the development of a wider tennis facility.

Capability of key 
personnel

• Demonstration of capability, experience and record of 
achievement of key staff in tennis coaching

• Proponents to provide names (including skills, qualifications, 
accreditations) of all staff proposed to be involved in tennis 
coaching 

• Ability to meet obligations / responsibilities of Coach

• Provide three (3) referee contact details (name, position, etc). 
Shortlisted applicants will have referees contacted by the 
assessment panel to confirm historical performance; and

• All coaches must have valid Working with Children Cards and 
also National Police Check.

2. Methodology and Service quality (40%)

Industry knowledge 
and understanding of 
catchment

Knowledge of tennis industry, trends and service needs in the 
local/regional catchment. Demonstrated application of this 
knowledge and understanding to services & fees proposed.

Management model Provision of tennis programming, staffing and supervision, 
workplace health & safety, asset management, business systems, 
quality assurance, marketing and promotion, etc, in terms of 
growing the overall tennis facility usage at the School.

Service provision 
potential to external 
tennis community

Services that will be offered, specific programmes and target 
groups, pricing policy (for external usage), proposed programme 
schedule showing balance of competition, coaching and public 
use, and marketing strategies for development of facility usage.

Start date Confirmation of ability to commence service provision in terms 
of coaching services to the School (if contract offered), and any 
contract or other impediments.

3. Financial (20%)

Financial offer The proposed level of charges to be charged to the School for the 
coaching facilities provided to the School, including the financial 
model proposed in terms of a profit-share arrangement with the 
School in terms of the external usage of the facility.

The School reserves the right to seek further information from, or to enter into negotiations with, 
one or more respondents prior to finalising the appointment of the Contractor, without notifying 
other respondents.

Respondents will be notified in writing of the selection decision.
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8. INFORMATION TO BE PROVIDED BY THE RESPONDENT

 8.1    Profile of Respondent

 8.1.1 Respondents will provide, in the appropriate response form at Attachment 1,  
  the following information as part of their tenders:

  (a) Full name of respondent

  (b) Any trading or business name

  (c) If a company:

   (i) Registered office;

   (ii) Principal place of business;

   (iii) Date and place of incorporation;

 (d) If registered for business purposes in Australia, the ABN; and

 (e) Particulars of any petition, claim, action, judgement or decision which would be likely  
  to affect adversely the respondent’s capacity to provide the requirement.

 8.2    Further Information - Requests from the School to Respondents

 8.2.1 Each respondent will nominate a person to answer any queries that may arise during  
  the examination of submissions. The name, title, address, e-mail address, telephone and  
  facsimile numbers of that person must be included in the Declaration by Respondents  
  at Attachment 2.

 8.3    Service Related Issues

 8.3.1 Respondents will ensure that their tenders provide the School with details sufficient  
  to assure it that:

  (a) The respondent’s company infrastructure will support the provision of the service level  
   and associated activities proposed; and

  (b) Service levels offered will be guaranteed and maintained to meet the School’s needs  
   throughout the life of the Contract.
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READY FOR 
THE WORLD

12 | CGS | Request for Tender - CGS Tennis 2020 - Attachment 1 CRICOS Provider No 00580G

Full name of respondent

Any trading or business name

IF A COMPANY:

Registered office

Principal place  
of business:

Date and place  
of incorporation:

If registered for business 
purposes in Australia,  
the ABN

Individual shareholders  
holding 20% or more of any 
issued share capital

Related companies within  
the meaning of the 
Corporations Law

Particulars of any petition, 
claim, action, judgement 
or decision which would be 
likely to affect adversely the 
respondent’s capacity to 
provide the requirement

ATTACHMENT 1  
RESPONSE FORMS
Clause 8.1.1 - Profile of Respondent



Name:

Signature:

Official Position Held:

Date:

Duly Authorised to Sign 
Proposals for and on Behalf of 
(state full name of Company):

Registered Address:

Postal Address:

Email Address:

Refer Enquiries to: 
(please print)

Telephone: 

Facsimile: 

13 | CGS| Request for Tender - CGS Tennis 2020 - Declaration CRICOS Provider No 00580G

DECLARATION BY RESPONDENT
The respondent offers to provide the goods and services described at the prices offered and on the 
conditions set out in this Expression of Interest.

The respondent declares that the information contained in this Expression of Interest is true and correct.



40 Monaro Cres,  
Red Hill ACT 2603 

ENQUIRIES & QUESTIONS

Director of Active Education (Senior School)

Mr Stuart McNeill

T +61 (2) 6260 9717

E stuart.mcneill@cgs.act.edu.au

APPLICATIONS/SUBMISSIONS

Director of Business

Mr Kent Peters

T +61 (2) 6260 9600

E kent.peters@cgs.act.edu.au

CGS.ACT.EDU.AU

CRICOS Provider No 00580G
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