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Navigator potential service provider FAQs
 
Application and Selection Process
What are our recruitment requirements? 
Interested applicants should be confident they can recruit to all roles they identify in their application in a timely manner and have a realistic recruitment plan in place prior to submitting their application. If a new Service Provider is selected, they will need to work with DE and the current Service Provider to ensure continuity of service delivery from contract inception and must confirm how they will ensure staff members are deployed to fill Navigator roles (permanently or temporarily). 
All Service Providers are expected to have recruitment plans in place in the event of staff movement from Navigator – this should include how to temporarily back-fill essential operating positions (such as Case Management, Intake and Assessment and Active Hold) to ensure continuity of service and that young people are not left without support.  
If relevant, providers may need to comply with the Victorian Governments Local Jobs First policy. This will be raised with the preferred applicant if necessary. 

Are applications that include funded partnerships or a consortium arrangement viewed more favourably than service providers who propose to deliver the program solo?  
No. Applicants are encouraged to propose the service delivery model that they feel is most appropriate. Funded partnerships should only be included where there is agreement and commitment from all parties, and a plan for how the arrangement will be delivered, monitored and acquitted should be determined prior to application.  
Any partners should understand that DE will hold one contract with a Lead service provider only – throughout the contract DE will communicate and work directly with the Lead service provider who will be responsible for communicating the area wide program implementation, including that of the partner organisation/s  

Will you accept applications submitted jointly between 2 service providers who will collaborate to deliver the program?  
No. Applications must identify a lead service provider who will enter into a Common Funding Agreement and be ultimately responsible for program delivery. 

Can Service Providers include supporting documentation with the EOI application? 
The Application form outlines the required supporting documents that are to be submitted with any applications. If applicants wish to supply further supporting documents as they feel that it adds to their application, they can, but it is not required.  

Can another Government Department be used as a referee for the EOI process? 
Providing the referee is relevant to the application, there is no issue with using another Government Department as a referee for the EOI process. 

The application asks for two referees - are there any referees we should avoid listing? 
Please provide the referees you think are best able to support your application – we can discuss at interview if there are any conflicts with the referees you have listed and at this point further referee’s may be requested if necessary.  

Is it a staged selection process and does interview shortlisting occur based on capability of the potential service provider? 
Applicants are assessed for suitability according to assessment criteria, and shortlisting occurs. Interviews are conducted based on this and as many organisations as deemed suitable/appropriated may be interviewed. 

Who will be on the EOI interview panel? 
Panels will consist of DE staff who are directly involved with the delivery and oversight of the Navigator program. Applicants who are assessed and shortlisted for interview will be advised of all arrangements pertaining to the interview process via email. 

What incorporated status does an organisation need in order to submit an application (e.g. Incorporated entity / incorporated association)  
The following table outlines ‘incorporation’ status – if an applicant falls under any of these groups, they are eligible for funding. 
	Type of Funded Organisation  
	 How incorporated 	
	 Evidence of incorporation

	Company, limited by shares or guarantee.
	Incorporated under the Corporations Act 2001 (Cth). 
	Copy of Certificate of Incorporation 
Search ACN or name on ASIC website 

	Not-for-profit Association 
	Incorporated under the Associations Incorporation Reform Act 2012 
	Copy of Certificate of Incorporation 
Search Registration number or name on Consumer Affairs Victoria website 

	Co-operative 
	Incorporated under the Co-operatives National Law Application Act 2013 (Cth) 
	Copy of Certificate of Incorporation 
Search Registered name on Consumer Affairs Victoria Co-operatives Register website 

	Aboriginal and Torres Strait Islander Corporation 
	Corporations (Aboriginal and Torres Strait Islander) Act 2006 (Cth) 
	Copy of Certificate of Incorporation 
Search Indigenous Corporation Number (ICN) or ACN or corporation name on Office of the Registrar of Indigenous Corporations website 



Can a copy of the draft contract be provided? 
Contracts are based on the Victorian Common Funding Agreement – for more information please see https://www.vic.gov.au/victorian-common-funding-agreement  

Funding
What funding is available to deliver Navigator in the specified areas?  
Refer to Navigator Program Overview.
Annual budgets will be confirmed with the preferred applicant prior to contract execution.  

What can the funding be spent on? 
Funding is to be spent exclusively on the delivery of Navigator. A detailed annual budget and financial acquittal are to be submitted to Department of Education (DE) for approval for each year of delivery or as required. 

When will the funding commence for the successful provider? 
Service providers generally receive committed funding in 2 payments across the year. If a new service provider is appointed, a portion of the first payment will be provided on contract execution and before assuming service delivery responsibility to enable program set up and transition planning.  
If the current service provider is reappointed, payments will align with the current payment schedule.  

Does funding provision align with reporting requirements? 
Yes. Contract payments occur according to a common funding agreement on a 6 monthly basis. This aligns with reporting requirements, including development/ endorsement of an annual Service Delivery Plan, submission of progress reports, yearly budget acquittals and review report. 

Is CPI applied to the total funding amount/contract each year?  
The forward budget applies indexation. 

Area Coverage
Do we have to deliver the service in all four of the specified areas?  
No, one service provider will be selected for each area and a contract will be issued for each area. There is a separate process for each area - if you wish to apply to deliver Navigator in more than one of the areas, you must submit separate applications for each. 

Do we have to service the entire area?  
Yes, the appointed service provider is required to deliver an area wide service.  
 
DE is limited in the data that it can release, however publicly available data can be found on the Victorian government’s Data Vic website. 

Service Delivery
What are the expected FTEs and caseload of each of the required Navigator roles and is there guidance on what award staff should be paid under? 
Navigator works with highly disengaged learners who often present with highly complex needs and issues - this complexity should be considered and assumed when planning your service delivery model and staffing. Over the duration of the program, we have seen the development of differentiated levels of support (such as Active Hold versus Case Management) to support the variation of complexity in the client population, and to address the different support needs of young people and their families (i.e not all young people will need Intensive Case Management). We have also identified the need for a comprehensive and dedicated Intake and Assessment service phase, and as a result of these learnings, we now require Service Providers to dedicate staffing to all three elements of the program they deliver (Intake & Assessment, Active Hold and Case Management). Young people receiving these services (who ultimately obtain a positive outcome) may remain in the Navigator program for up to 18 months or more from commencement – this low rate of ‘turnover’ should be considered by the service provider.  
Applicants should consider their service delivery model when determining the most appropriate FTE for each of the program elements to ensure all elements of Navigator can be delivered satisfactorily. Flexibility between role duties is beneficial, to enable the team to respond to changing demands (e.g. influxes of referrals, periods of intensive Active Hold or greater demand for Case Management.) While DE does not prescribe employment grades or rates of pay, the overall FTE secured within the budget is a key component of assessment of value for money, but this should be balanced with the ability to recruit and retain appropriately skilled staff. When an Area is not at full caseload capacity, Service Providers are to ensure any ‘spare’ FTE is dedicated solely to the implementation Navigator. Vacancies and staff leave should also be considered and planned for by the Service Provider, to ensure caseloads and support are impacted as little as possible.  
 
Case Management:  
· While there is some variation across the 17 Areas, on average, there is 1FTE front line staff member per $160,000- $180,000 received in program funding, inclusive of all direct and indirect employment costs as well as other operational costs incurred by service providers, such as transport, office accommodation, and corporate overheads. For example, a total program budget of $1,000,000 would be expected to support a minimum of 6 - 6.5 front line FTE, which may comprise one Team Leader, one to two Active Hold / Intake and Assessment workers and minimum 4 case managers. 
· Case Managers across the program currently have caseloads of 15 to 18.  Caseloads differ across each Area and are dependent on varying factors such as travel time required, level of experience of the Case Manager, client complexity and the service delivery model. Exclusive Aboriginal and Torres Strait Islander case managers typically have slightly lower caseloads.  
· 15 is the expected minimum for Case Management caseloads – caseloads under 15 will need to be explained and justified in the application form and subject to DE approval prior to contract execution.  
 
Active Hold  
· Caseloads vary across the state and are driven by demand and service delivery model but are generally between 30-50 for 1FTE (point in time). In contrast to Case Management caseloads, the Active Hold service delivered needs to be flexible and adjust in intensity of support depending on demand, i.e. all young people are to receive Active Hold (or Case Management) support, but it is recognised that at times, the service offering may look different due to greater or smaller numbers receiving that service.  
 
Intake and Assessment  
· Intake and Assessment has a series of required actions (page 10, Program Overview and Application Information) and until these are completed, the young person cannot commence receiving Active Hold or Case Management support.  
· Service Providers are expected to develop strategies that will allow them to complete Intake and Assessment requirements within 2 weeks of receiving a referral from the Navigator Coordinator.  
· Caseloads vary across the state and are driven by program demand, the service providers processes and their ability to develop rapport with families. Applicants should consider what FTE they need to ensure the delivery of an adequate Intake and Assessment phase 

Can we deliver our own re-engagement program with the funding? Is there room for innovation? 
Navigator is an established, state-wide program, with set processes and parameters prescribed by DE - this EOI is to deliver that program and funding cannot be used to deliver your own re-engagement program.   
Innovation in how to deliver Navigator’s minimum key service delivery elements (see Navigator Program Overview and Application Information pg. 9). is welcomed and should be included/ outlined in your application. As part of a state-wide program, a Service Provider should be prepared to contribute to a Community of Practice and consider recommendations aimed at improving the effectiveness of the program.  

What are some of the barriers to delivering Navigator experienced by current Service Providers?  
Geographic spread can be difficult in some areas. Some areas have dealt with this by having Case Managers based in specific areas across the region where there was a high number of student population/ better access to the local schools. 
Some parents / carers can be reluctant to participate in Navigator and /or support their child’s re-engagement with education.  This can be due to a number of complex challenges families may face, such as financial and housing insecurity or mental health issues. Sometimes these issues may result in parents/carers not responding to contact attempts. 
Some young people do not want to re-engage with education at their current school, and it can be challenging in some Areas to identify an appropriate alternative school or education provider.  

How do Service Providers work with school and other education providers? What is expected?  
Supporting schools to appropriately respond to disengaged young people and to support a Navigator participant’s re-engagement with education is a key focus of Navigator. For this reason, both the local DE Navigator team and the Service Provider staff work in close partnership with schools.   
Generally, local DE Navigator teams are responsible for Area level capacity building, promoting Navigator to schools and ensuring schools are aware of the parameters of Navigator. They also contact a referred young person’s school after receiving their referral, to gather the information service providers require to commence Intake and Assessment.  
Service Providers then connect with schools on a more individual level, working with the school that the young person attends or is intending to attend. The Intake and Assessment, Active Hold and Case Management staff are likely to all contact individual schools, to support individual participants. This contact may involve, or be related to: 
· Attending Student Support Group meetings 
· Connecting with key school staff or teachers 
· Seeking school attendance data 
· Discussing appropriate referrals or other support strategies the school can lead on 
· Collaborating on or gaining input into re-engagement plans, and  
· Monitoring participant progress.   
Keeping schools involved and updated as active partners is pivotal to the success of the program, as once Navigator support is withdrawn, the school is likely to be the young person’s key support point regarding school engagement. It is suggested that Service Providers update the schools on individual participants progress / needs at least fortnightly. 

Can a Local Government authority be the lead service provider for the delivery of Navigator? 
Yes, a local government authority is able to be the lead provider. Local governments are exempt* from providing the following documents are part of their application:  
· a Certificate of Incorporation and verification of appropriate insurance**  
· documentation attesting financial viability.  
**hold appropriate insurance that indemnifies for liability for child abuse (see Victorian funding requirements for services to children fact sheet for further information) 
A statement detailing any real or potential conflict of interests (if any exist) and details on how these conflicts can be managed is still required and any partners that the Local Government Authority will sub-contract to deliver Navigator are not exempt from providing the required documents – i.e copies of their insurance, incorporation status and financial viability must be supplied as part of the application. 
*as per Victorian funding requirements for service to children fact sheet (dffh.vic.gov.au) 


Who are the current Service Providers in other Navigator areas?  
	Region 
	DE Area 
	Service Provider   

	North West 
Victoria Region 
	Hume Merri-Bek 
	Jesuit Social Services

	
	Mallee 
	Mallee Accommodation and Support Program  

	
	Loddon Campaspe  
	Anglicare Victoria 

	
	North East Melbourne  
	Anglicare Victoria  

	South West 
Victoria Region 
	Central Highlands 
	Berry Street  

	
	Western Melbourne 
	Anglicare Victoria 

	
	Brimbank Melton  
	Anglicare Victoria 

	
	Wimmera South West 
	Anglicare Victoria  

	
	Barwon  
	Meli 

	North East 
Victoria Region 
	Goulburn 
	The Bridge Youth Services 

	
	Ovens Murray 
	Junction Support Services  

	
	Inner Eastern Melbourne 
	Uniting 

	
	Outer Eastern Melbourne  
	Uniting  

	South East 
Victoria Region 

	Bayside Peninsula 
	Mission Australia  

	
	Southern Melbourne 
	South East Local Learning and Employment Network 

	
	Inner Gippsland  
	Anglicare Victoria 

	
	Outer Gippsland  
	Uniting 
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