	

Queensland Government
Scope of Services
Stakeholder Engagement, Communications and Social Impact Evaluation Services
	Instructions for using this document 
(This entire instructions box is to be deleted before sending to potential suppliers): 
· This is the standard Scope of Services for an Invitation to Offer (ITO) for the procurement of Stakeholder Engagement, Communications and Social Impact Evaluation Services. 
· Edit all <<yellow highlighted>> sections - providing details relevant to your agency’s requirements and remove all highlighting when complete.
· Delete all cyan highlighted text and references to Drafting Notes before issuing to potential Suppliers.
· Careful consideration needs to be given to ensure the Scope of Services is tailored to suit the business case requirements. This document should be amended to reflect the known and/or anticipated requirements. 
· The ITO cover sheet covers generic information to the proposal (background, announcements, etc.) and ITO process information (closing dates, clarification process, evaluation criteria). 
· This Scope of Services should only include information related to the Stakeholder Engagement, Communications and Social Impact Evaluation Services role requirements in delivering the business case and is to be developed separately to the ITO cover sheet (see separate template).
· Consideration should be given to providing additional information that assists potential suppliers in responding to this ITO. Generally, providing greater detail means that suppliers are unlikely to reflect the perceived risks in their offer and allows greater opportunity for better value for money offers. 
Creative Commons licence
[image: Creative Commons Licenses - Creative Commons - Research Guides at ...]This work is made available under the Creative Commons CC0 1.0 Universal Public Domain Dedication. The person who associated a work with this deed has waived all copyright and related or neighbouring rights to the work to the fullest extent possible under law

Third party material that is not licensed under a Creative Commons licence is referenced within this document. All content not licensed under a Creative Commons licence is all rights reserved. Please contact the copyright owner if you wish to use this material.



1.0 Purpose
This Scope of Services for Stakeholder Engagement, Communications and Social Impact Evaluation Services provides the detailed requirements requested under the covering Invitation to Offer (ITO) document (provided separately). This Scope of Services is provided to potential advisors to outline the services required and to assist them to complete their response.
2.0 Scope of Services
2.1 Introduction
<<Agency Name>> is seeking the services of an industry certified/tertiary qualified stakeholder engagement, communications and social impact evaluation advisor (Advisor) to support the development of the Detailed Business Case (DBC) for the <<Insert Project>> (the Project).
The <<Insert>> advisor will work in collaboration with <<Agency Name>> to develop the <<Business Case Name>> in accordance with the Business Case Development Framework (BCDF) (see Infrastructure | State Development and Infrastructure for more details) and Infrastructure Australia’s Assessment Framework (only for projects that will be submitted to Infrastructure Australia eg. major roads).
The advisor will be required to undertake services including but not limited to the advice and tasks outlined in this scope of services.
2.2 Background
<<Outline background of the project and detail its scope to ensure the accurate formulation of relevant quotations).>>
3.0 Key activities and deliverables
The Advisor is expected to provide a range of services. These include:
· Communication and stakeholder engagement
· Social impact evaluation
· Sustainability assessment
· Public interest consideration analysis.
Table 1 outlines the key activities and deliverables associated with the development of the business case.
[bookmark: _Ref76121668][bookmark: _Ref76378901]Table 1: Proposal development phase key activities and deliverables 
	Proposal development phase 
	Key activities
	Deliverables

	Communication and Stakeholder Engagement
	The Advisor is required to:
· work with the <<Owner Agency Name>> to conduct a stakeholder analysis to identify all relevant people, including members of the public and key project stakeholders.
· work with the <<Owner Agency Name>> to develop a communications and stakeholder engagement plan including detailed stakeholder mapping, analysis of key risks and issues and development of key messages.
· establish and manage a Stakeholder Reference Group to facilitate stakeholder input into the business case development and analysis. The makeup of the Stakeholder Reference Group will be confirmed with the successful tenderer in partnership with <<Owner Agency Name>> and <<Agency Name>> PSC/Executive.
· The Advisor will coordinate, manage and facilitate meetings/workshops with the Stakeholder Reference Group to cover the following matters:
· the scope and methodology of the DBC
· the outcomes of the business case analysis
· preliminary findings of the DBC and next steps
· seek stakeholder feedback to inform the DBC
· identification of opportunities
· other issues, as required.
· prepare a Stakeholder Consultation Report detailing the outcomes of the stakeholder consultation. The Stakeholder Consultation Report may be referenced in the DBC and may be included as an appendix.
· draft relevant content for inclusion in the SIE, sustainability, public interest considerations, implementation plan and methodology chapters.
· contribute to planning, design, environment, financial, commercial, risk analysis, and economic work streams to support development of the DBC.
In completing work, the Advisor will be expected to:
· lead discussions with the <<Owner Agency Name>> around Communication and Stakeholder Engagement Advisory and related areas.
· provide secretariat services for the Stakeholder Reference Group including development of the agenda (in consultation with the Project Director and Project Manager), papers and minutes.
· develop materials identified in the communication plan and facilitate stakeholder engagement.
· contribute to risk and benefits assessments and registers.
Important Information
· A list of initial key stakeholders that have been identified by <<Agency Name>> PSC/Executive will be provided post award. This list will be developed further with the Advisor as part of the Stakeholder Engagement Plan.
· Community engagement will be conducted in collaboration with <<Agency Name>> and <<Agency Name>> PSC/Executive requirements to inform the business case analysis and the public about the Project. Community engagement is anticipated to be at a minimum of the IAP2 spectrum (inform) with newsletters, letters, media stories or a public meeting considered appropriate. In addition, IAP2 spectrum (consultation) is required for master planning and precinct planning, in collaboration with design, real estate and other advisors.
· <<Agency Name>> will lead community consultation for any process associated with selection of the site for the new hospital. The Advisor will work in collaboration with <<Agency Name>> PSC/Executive in relation to communications about the selected site necessary to inform development of the DBC.
Note: further engagement will occur by the Advisor post completion of the detailed business case – e.g., through SIE. Where applicable the Advisor will allow for and accommodate the integration of key activities with <<Agency Name>> PSC/Executive’s broader consultation in the region.
	· Communications and stakeholder engagement plan.
· Stakeholder consultation report.
· Stakeholder Reference Group artefacts.  


	Social Impact Evaluation (SIE)
	The Advisor is required to deliver a robust social impact evaluation identifying and assessing all relevant social impacts (both positive and negative) in line with <<Agency Name>> PSC/Executive expectations.
In completing work, the Advisor will be expected to:

· submit an SIE methodology to <<Agency Name>> PSC/Executive for approval prior to undertaking the SIE.
· review stakeholder engagement activities conducted to date and undertake necessary workshops and detailed interviews to collect qualitative and quantitative social impact input data
· develop the social impact baseline in collaboration with the Project Team and economics advisors.
· provide relevant information to other advisors including risk, design, economic, financial, implementation and planning advisors.
· contribute to the risk and benefits registers.
· liaise with <<Agency Name>> advisors regarding the conduct of the SIE.
Important Information
· The Social Impact Evaluation chapter developed for the PBC will be provided to the successful tenderer post award.
· This workstream will be supported by inputs from <<Agency Name>>, <<Agency Name>> PSC/Executive resources and the Project Team.
	· SIE methodology
· Impact workshop
· Benefits register
· SIE report
· SIE chapter

	Public Interest Consideration
	The Advisor will:
· undertake public interest analysis for the Reference Project in accordance with the BCDF.
· draft the Public Interest Considerations chapter for the DBC.
Important Information
· The outputs of the SIE and communication/stakeholder engagement workstream provide significant input into the content of this chapter.
· This task will be supported by inputs from the <<Agency Name>>, the Project Team and the DBC chapter authors.
	· Public Interest Considerations chapter.

	Sustainability Assessment
	The Advisor will:
· undertake a sustainability assessment of the Reference Project in accordance with the BCDF.
· draft the Sustainability Assessment chapter.
· provide detailed discussion around sustainability strategies and activities stemming from the Project for each sustainability principle.
Important Information
· A sustainability assessment synthesises information from the economic, social, environmental and infrastructure assessments of the Reference Project. The Advisor will be required to coordinate and work directly with other advisors to ensure sufficient inputs are received and shared and there is consistent messaging across chapters.
· In terms of timings, the sustainability assessment work component is to be completed after economic, social and environmental assessments have been conducted, thus ensuring that the completed sustainability work is suitably informed.
	· Final peer review report (concept design)
· Peer review summary report.

	Other
	In addition to the services detailed above, the Advisor will be required to actively contribute to activities such as:
· independent peer reviews
· gateway reviews
· project close out activities
· lessons learned processes
· and may be asked to contribute to:
· respond to ad-hoc information requests related to the scope of service
· participate in and present at other workshops, the project working group, <<Agency Name>> PSC/Executive meetings.
	· Prepare briefings, correspondence, Q&As, briefing notes and reports in addition to those actions required within each of the workstreams above.


4.0 Out of Scope
The following work is excluded from the scope of work for this engagement, subject to any qualifications noted in the Detailed Scope of Work above:
· Community consultation on site selection or acquisition beyond supporting <<Agency Name>> planning and messaging.
5.0 Reporting requirements
The successful Advisor will report directly to and will work under the direction of the Project Director or Project Manager, as required.
Decisions, including the scope, make-up of analytical components, and their proposed evaluation is to be formally documented and mutually agreed to with the nominated contact, and formally communicated, preferably through electronic mail.
The following reporting requirements are mandatory:
· Participation in weekly project status meetings. 
· Facilitation and leadership of user group meetings (as required).
· Input to the Monthly Project Milestone Reports prepared by the Project Director
· Milestone invoicing supported by documentation with sufficient detail to clearly allocate time to tasks within the program is required and forwarded to the <<Agency Name>> at <<Insert>>.
6.0 Business Case chapter development 
	Chapter
	Author

	-
	Governance
	Business Case Management Services 

	2
	Methodology
	Business Case Management Services 

	3
	Background
	Business Case Management Services 

	4
	Service Need
	Business Case Management Services 

	5
	Base Case
	Business Case Management Services 

	6
	Options, Site Analysis and Masterplan
	Business Case Management Services 

	7
	Reference Project
	Technical advisor

	8
	Information and Communications Technology
	Technical advisor

	9
	Strategic Consideration
	Technical advisor

	10
	Legal & Regulatory
	Business Case Management Services 

	11
	Market Considerations
	Legal advisor

	12
	Public Interest
	Financial advisor

	13
	Sustainability
	Social Impact advisor

	14
	Social Impact Evaluation
	Social Impact advisor

	15
	Environmental Assessment
	Social Impact advisor

	16
	Economic Analysis
	Technical advisor

	17
	Financial
	Economics advisor

	18
	Delivery Model Analysis
	Financial advisor

	19
	Public Sector Comparator
	Financial advisor

	20
	Affordability
	Financial advisor

	21
	Conclusions
	Business Case Management Services 

	22
	Assurance
	Business Case Management Services 

	23
	Implementation
	Business Case Management Services 

	24
	Recommendations
	Business Case Management Services 

	25
	References
	Business Case Management Services 


6.1 <<Writing Style Manual>>
The Economics Advisor must ensure that any business case chapters, are written in accordance with the <<Agency Name Style Manual>> (to be provided upon contract award).
7.0 Timeframes 
[Drafting note: consideration needs to be given to the high-level timeframe requirements for your business case that would assist suppliers in understanding how to resource this role. Below are suggested milestones and you must update this list of milestones to be fit-for-purpose and aligned to your own business case program– as a minimum the “phase” end dates are required. Provide enough information to help with a response but don’t be overly prescriptive. If no date is known use months, however greater clarity will help respondents]
Table 3 outlines the key milestones currently anticipated for the development of the detailed business case.
[bookmark: _Ref76390715]Table 3: Business Case development timeframes
	Activity/Phase
	Suggested timeframes 

	Initiation complete
	

	Advice on proposed Approach and Methodology
	

	Milestone 1
	

	Milestone 2
	

	Development phase complete
	

	Business case draft complete
	

	Close out phase complete (Contract close)
	



[image: ]1 │ Stakeholder Engagement, Communications and Social Impact Evaluation Services





image1.jpeg




image2.png
F

:

fﬂf /
(f\ //\\
\») B )

HVERAN
UEENSLAND

r /
r

oo (& L

ff:} \%\M\e\kﬁ o ;@lf}kﬂ

S

@
// 7@N @) A el
(ela Government

Qe

\ AUDAX AT DIDELIS |




