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INVITATION TO TENDER  
2 July 2026
SCA/RFT- SCA-2026-007





SUBMISSION DEADLINE : 19 July 2026

QUESTIONS / CLARIFICATIONS : bracetenders@savethechildren.org.au

FORMAT FOR SUBMISSION : TENDERER RESPONSE DOCUMENT





PART 1 : INVITATION TO TENDER
· Introduction to SCA
· Project Overview and Requirements
· Award Criteria
· Instructions & Key Information

PART 2 : CORE REQUIREMENTS AND SPECIFICATION
Detailed description of SCA’s specific requirements (e.g. volumes, delivery dates / locations, product specifications etc).

PART 3 : TENDERER RESPONSE DOCUMENT
Template to be used to submit response to this Invitation to Tender.



PART 1 – INVITATION TO TENDER

1. INTRODUCTION TO SAVE THE CHILDREN

Save the Children is the world’s leading independent organisation for children. We save children’s lives; we fight for their rights; we help them fulfil their potential. We work together, with our partners, to inspire breakthroughs in the way the world treats children and to achieve immediate and lasting change in their lives.

Our Vision – a world in which every child attains the right to survival, protection, development and participation.

Our Mission – to inspire breakthroughs in the way the world treats children and to achieve immediate and lasting change in their lives.

We do this through a range of initiatives and programmes, to:

· Provide lifesaving supplies & emotional support for children caught up in disasters (e.g. floods, famine & wars).
· Campaign for long term change to improve children’s lives.
· Improve children’s access to the food and healthcare they need to survive.
· Secure a good quality education for the children who need it most.
· Protect the world’s most vulnerable children, including those separated from their families because of war, natural disasters, extreme poverty or exploitation.
· Work with families to help them out of the poverty cycle so they can feed and support their children.

For more information on the work we undertake and recent achievements, visit our website.

2. [bookmark: _Hlk534624016]PROJECT OVERVIEW

	Item
	Description

	Description of Goods / Services
	Provision of end‑to‑end technical delivery and production services for a multi‑year global webinar and learning event series under the BRACE (Building the Climate Resilience of Children and Communities through the Education Sector) programme.
This includes webinar platform management, multilingual interpretation and captioning, accessibility measures, speaker technical support, live production, post‑live technical production, post-production, analytics and reporting, as detailed in the Terms of Reference (annex). SCA owns the content and provides the live host/moderator for each event.

	Outcome of Tender
	Contract
Contract – the successful supplier(s) will be awarded a ‘Contract’ which will commit SCA to purchase the specified quantity of goods / services as defined in the contract at the agreed rates.


	Duration of Award
	August 2026 – Nov 2030



Further detail on the specific requirements of the project (e.g. volumes, dates, specifications etc.) can be found in Part 2 (Core Requirements & Specifications) of this Tender Pack.

3. AWARD CRITERA

SCA is committed to running a fair and transparent tender process and ensuring that all tenderers are treated and assessed equally during this tender process. Tenderer responses will be evaluated against four weighted categories of criteria: Essential Criteria, Sustainability Criteria, Capability Criteria, and Commercial Criteria. 

3.1 ESSENTIAL CRITERIA
Criteria which tenderers must meet in order to progress to the next round of evaluation. If a tenderer does not meet any of the Essential Criteria, they will be excluded from the tender process immediately. These criteria are scored as ‘Pass’ / ‘Fail’. 

3.2 CAPABILITY CRITERIA (70%)
Criteria used to evaluate the tenderers’ ability, skill and experience in relation to the requirements. Tenders will be evaluated against the same pre-agreed Criteria. 

3.3 COMMERCIAL CRITERIA (20%)
Criteria used to evaluate the commercial competitiveness of a tender. Tenders will be evaluated against the same pre-agreed Criteria.

3.4 SUSTAINABILITY CRITERIA (10%)
Criteria used to assess tenderers’ sustainability practices and alignment with SCA’s environmental and social objectives. Tenders will be evaluated against the same pre-agreed Criteria.

4. VETTING

[bookmark: _Hlk534789596]Successful tenderers must be successfully vetted. This involves checking tenderers and key personnel against Global Watch Lists, Enhanced Due Diligence Lists and Politically Exposed Persons Lists. 

The vetting of tenderers will be completed after the award decision and prior to any contract being signed, or orders placed. If any information provided by the Tenderer throughout the tender process is proved to be incorrect during the vetting process (or at any other point), Save the Children may withdraw their award decision.

5. [bookmark: _INSTRUCTIONS]TENDERER INSTRUCTIONS

6.1 TIMESCALES

	Activity
	Date

	Issue Invitation to Tender
	2 July

	Deadline for questions from Tenderers
	12 July 2026 

	Deadline for Tender Submission
	19 July 2026 

	Tender Clarifications
	21-23 July 2026

	Shortlist Notification
	27 July 2026 

	Platform Demonstrations (shortlisted bidders)
	3-4 Aug 2026

	Award Decision
	7 August 2026 



The above dates are for indicative purposes only and are subject to change. 

6.2 SUBMISSION FORMAT & TENDERER RESPONSE DOCUMENT
Tenderers wishing to submit a tender must use the Tenderer Response Document template in Part 3 of this Tender Pack. Any tenders received using different formats, or incomplete tenders, will not be accepted. 

This document allows tenderers to submit all the required information and be evaluated fairly and equally against the Essential, Capability, Commercial and Sustainability Criteria. Tenderers may also be required to submit supporting documentation. Further instructions can be found within the document in Part 3 of this pack.

Tenders can be submitted via email:

Electronic Submission via Email
· Email should be addressed to Rowan Ainslie at  bracetenders@savethechildren.org.au 
· Note – this is a sealed tender box which will not be opened until the tender has closed. Therefore, do not send tender related questions to this email address as they will not be answered.
· The subject of the email should be “ITT/SCA-2026-007/Tenderer Response – ‘Tenderer Name’, ‘Date’’.
· All attached documents should be clearly labelled so it is clear to understand what each file relates to.
· Emails should not exceed 15mb – if the file sizes are large, please split the submission into two emails.  
· Do not copy other SCA email addresses into the email when you submit it as this will invalidate your tender.  


6.3 CLOSING DATE FOR TENDER SUBMISSION

Your tender must be received, no later than 19 July 2026
Tenders must remain valid and open for consideration for a period of no less than 60 days.

6.4 KEY CONTACTS

All questions relating to the tender should be sent via email to: 

	Name
	Email Address

	Rowan Ainslie
	bracetenders@savethechildren.org.au



Please be advised local working hours are 09:00-17:00 GMT. Please allow up to 2 days for a response.

 Where the enquiry may have an impact on other tenderers within the process, Save the Children will notify all other Tenderers to maintain a fair and transparent process. To ensure you receive all tender updates, including responses to questions from applicants, please register your interest using this form.
.
PART 2 – CORE REQUIREMENTS & SPECIFICATIONS

The detailed Terms of Reference (ToR) for the BRACE Webinar & Learning Events Consultancy are annexed to this Invitation to Tender and form an integral part of this Tender Pack.
Interested tenderers are required to review the ToR carefully and submit a comprehensive technical and financial proposal that clearly demonstrates their understanding of the assignment, proposed delivery approach, work plan, and relevant organisational experience, in line with the requirements outlined in the ToR.
The technical proposal should address all core requirements and specifications set out in the ToR, including (but not limited to) technical delivery, multilingual interpretation and accessibility, quality assurance, safeguarding, and reporting, and provide evidence of the tenderer’s capacity to deliver the expected outcomes over the life of the programme.
The financial proposal should include all necessary and fully inclusive costs required to deliver the scope of work and expected outputs as described in the ToR.
Additional Instructions for Tenderers
· Technical and financial proposals must be structured in accordance with the requirements set out in the Tenderer Response Document (Part 3).
· Tenderers are required to demonstrate compliance with all ethical, safeguarding, accessibility, and data protection requirements as outlined in the ToR.
· Proposals should be concise, well‑structured, and clearly written, and avoid unnecessary promotional material.
· All supporting documentation (e.g. organisational profiles, CVs of proposed personnel, relevant examples of previous work, references) must be included as annexes to the technical proposal

PART 3 – TENDERER RESPONSE DOCUMENT

1. INTRODUCTION

This document MUST BE USED by Tenderers wishing to submit a tender. It is linked into 5 sections detailed below: 

· Section 1 – Essential Criteria
· Section 2 – Capability Questions
· Section 3 – Commercial Questions
· Section 4 – Sustainability Questions
· Section 5 – Tenderer Submission Checklist

The Tenderer is required to sign a copy of the Check list in Section 4 as part of their submission.


2. INSTRUCTIONS

Within each section there are instructions providing guidance to the tenderer on what information is required. This guidance details the MINIMUM requirements expected by SCA. If a Tenderer wishes to add further information, this is acceptable, but the additional information should be limited to only items that are relevant to the tender. 

· For the avoidance of doubt, tenderers are required to complete all items within the Tenderer Response Document unless clear instruction is provided otherwise. 
· If a Tenderer does not complete the entire Tenderer Response document, their submission may be declared void. 
· If a Tenderer is unable to complete any element of the Tenderer Response Document, they should contact Save the Children through the using the contact details provided for guidance.

By submitting a response, the tenderer confirms that all information provided can be relied upon for validity and accuracy.






[bookmark: _SECTION_1_–]SECTION 1 - ESSENTIAL CRITERIA
INSTRUCTIONS – Tenderers are required to complete all sections of the below table.
	Item
	Question
	Tenderer Response

	
	
The Tenderer and its staff (and any sub-contractors used) agree to comply with: i) SCA’s Supplier Code of Conduct [set out under Section 5 of this document] throughout this process and during the term of any future contract awarded.

	Yes / No
	Comments

	
	1) 
	
	

	2
	
The tenderer confirms they are not a prohibited party under any applicable sanctions laws or anti-terrorism laws or provide goods under sanction and accepts that SCA will undertake independent checks to validate this.

	Yes / No
	Comments

	
	
	
	

	3
	
The Tenderer confirms it is fully qualified, licensed and registered to trade with Save the Children (including compliance with all relevant local Country legislation).

This includes the Tenderer submitting the following requirements (where applicable):

· Legitimate business address
· Tax registration number & certificate
· Business registration certificate
· Trading license
	Yes / No
	Comments

	
	· 
	
	

	
	· 
	Requirement
	Tenderer Response / Attachments

	
	· 
	Legitimate Business Address
	

	
	
	Tax Registration Number & Certificate
	

	
	
	Business Registration Certificate
	

	
	
	Trading License
	

	4
	The tenderer submits a complete technical and financial proposal, including all required attachments (e.g. organisational profile, CVs of proposed personnel, relevant examples of previous work, references, and budget), by the stated deadline.

	Yes/No
	Comments

	
	
	
	

	5
	The tenderer demonstrates commitment to and compliance with Save the Children Australia’s Child Safeguarding Policy, Protection from Sexual Exploitation and Abuse (PSEA) Policy, and relevant ethical standards, including capacity to apply safeguarding controls during live virtual events.

	Yes/No
	Comments / Attachments


	
	
	
	

	6
	The tenderer confirms demonstrated experience delivering, or coordinating and managing multilingual language access at international events

	Yes / No
	Comments / Attachments


	
	
	
	

	7
	The tenderer confirms willingness to operate under a Contract Agreement with delivery commissioned through individual Statements of Work, with no guaranteed minimum volume
	Yes / No
	Comments 

	
	
	
	

	8
	The tenderer confirms that, to the best of its knowledge, there is no conflict of interest in submitting this tender.
	Yes/No
	Comments

	
	
	
	


[bookmark: _SECTION_3_–]SECTION 2 – CAPABILITY QUESTIONS
Instructions – Tenderers are required to complete all sections of the below table.
	Item
	Question
	Tenderer Response

	1
	
REFERENCES
Tenderer shares two (2) examples of their experience in providing services similar to those included within the scope of this tender.
Examples provided must be for similar projects within a similar environment / context to that in which Save the Children operates, and within the last two (2) years.

(Note – the Tenderer must ensure that for any client references shared, the nominated client is happy to be contacted / visit by Save the Children)

	Client Name
	Contact Details (Name & Email)
	Project Description

	
	
	1)
	
	

	
	
	2)
	
	

	2
	Demonstrated experience delivering multilingual webinars or learning events for international audiences (typically around 50–200 participants), including end-to-end technical production and multilingual language access. Tenderers should also describe their approach to accessibility in live virtual events, including captioning and the coordination of sign-language interpretation (International Sign or a participant's national sign language) provided on request.
	Tenderer Response
	Attachment(s)

	
	
	
	

	
	
	
	

	
	
	
	

	3
	Demonstrated ability to manage live webinar technical production, including technical rehearsals, run-of-show management, quality assurance, and real-time issue resolution during events. (Note: SCA provides the host/moderator and owns the content; the consultant(s) is responsible for technical production and live operation, not chairing the session)

	Tenderer Response
	Comments

	
	
	
	

	4
	Strong programme and contract management capability across a multi-event series, including account management, scheduling coordination, and clear communication with SCA as the client. Demonstrated ability to manage subcontractors if required (e.g. interpreters) and deliver consistently across the series of events over the project period (2026–2030).

	Tenderer Response
	Comments

	
	
	
	

	5
	Demonstrated post-production capability, including editing polished webinar recordings, producing English captions and translated subtitles, delivering multilingual transcripts, and uploading to an on-demand library, with short clips and audiograms available as optional add-ons. Tenderers should describe their standard post-production workflow, tooling (including any AI-assisted tools used with human QA oversight), and typical turnaround times  (SCA requires standard post-production uploaded to the library within 5 business days), and provide at least one example of post-production outputs from a previous multilingual event.

	Tenderer Response
	Attachment(s)

	
	
	
	

	6
	Proposed webinar platform and technical infrastructure. Tenderers should describe their proposed approach to the webinar platform and technical infrastructure. SCA currently uses Microsoft Teams; tenderers may propose Teams or recommend an equivalent platform better suited to multilingual language channels. Describe your experience operating the proposed platform and explain how it meets SCA’s requirements for multilingual language channels, low-bandwidth access, and telephone dial-in. Confirm whether you own, license, or subcontract the platform and any interpretation technology.

	Tenderer Response
	Comments

	
	
	
	

	
	Proposed team structure and key personnel. Tenderers should name and provide CVs for the individuals who will hold primary responsibility for this contract, including the lead Technical Producer and the person responsible for interpretation and captioning coordination. Where interpreters or post-production consultants are subcontracted, tenderers should describe their subcontractor selection and quality assurance processes. Tenderers should also confirm that named key personnel will remain available for the duration of the programme and describe their approach to continuity in the event of staff changes.

	Tenderer Response
	Attachment(s)

	
	
	
	


[bookmark: _SECTION_4_–]


SECTION 3 – COMMERCIAL QUESTIONS
Instructions – Tenderers are required to complete all sections of the below table.

	GOOD / SERVICE
	SPECIFICATION
	QUANTITY
	UNIT PRICE
	TOTAL PRICE

	Platform set-up & initial configuration (one-off)
	One-off set-up of the webinar platform, BRACE branding, registration system and the searchable on-demand recording library. Currency: USD.
	1
	
	

	Coordination, platform & live production (per event)
	End-to-end technical production and platform management per event: platform operation (MS Teams or an agreed alternative), registration and participant management, technical rehearsals, run-of-show, live technical production, English live captions, and operation of Q&A, chat, polls and timekeeping. SCA provides the content and the live host/moderator. Currency: USD.
	Up to 11
	
	

	Additional spoken-language access (per language, per event)
	Interpretation and/or multilingual captions in a required language (e.g. French, Spanish, Portuguese, Arabic, Khmer), delivered as human RSI, AI-assisted with human QA, or hybrid. State unit price per language, per event. Currency: USD.
	Per language / event
	
	

	Sign-language interpretation – on request (per event)
	Qualified International Sign or national sign-language interpretation, provided on request via the accessibility survey, using deaf–hearing teams where relevant. Currency: USD.
	On request
	
	

	Standard post-production (per event)
	Edited recording, English captions, translated subtitles where interpretation/captioning was provided, and a transcript; uploaded to the on-demand library within 5 business days. Currency: USD.
	Up to 11
	
	

	Optional add-ons (per item / event)
	Short clips, quote cards and audiograms, where requested. Currency: USD.
	Optional
	
	

	Per-event engagement report (per event)
	Registration/attendance data, engagement metrics and a short feedback summary per event. Currency: USD.
	Up to 11
	
	

	Optional: consolidated end-of-series summary
	A short end-of-series summary across the programme. State as a lump sum. Currency: USD.
	Lump sum (optional)
	
	

	Annual coordination / account-management fee
	Scheduling coordination, SCA liaison, check-in calls and programme-level reporting. If included in per-event pricing, state “included”. Currency: USD.
	Per year / included
	
	

	Other agreed services (specify)
	Any additional services proposed by the tenderer. Currency: USD.
	As required
	
	





SECTION 4 – SUSTAINABILITY QUESTIONS
	Item
	Question
	Tenderer Response

	1
	  Evidence of organizational policies and practices that promote environmental sustainability (e.g., minimizing environmental impact, ethical sourcing, waste reduction).
	Tenderer Response
	Attachment(s)

	
	
	
	

	2
	
 Commitment to social responsibility, including gender equity, disability inclusion, and community engagement.
	Tenderer Response
	Attachment(s)

	
	
	
	

	3
	Evidence that the tenderer’s organisational approach and proposed delivery model align with Save the Children Australia’s environmental and social objectives, as reflected in policies, standard practices

	Tenderer Response
	Comments

	
	
	
	

	4
	Approach to delivering webinars and online events in a responsible and sustainable digital manner, including data minimisation; responsible handling, storage, and retention of recordings and transcripts; efficient use of digital platforms; and—where AI‑enabled tools are used—application of appropriate human oversight, quality assurance, and ethical safeguards, in line with the Terms of Reference.

	Tenderer Response
	Comments

	
	
	
	


Instructions – Tenderers are required to complete all sections of the below table.
[bookmark: _SECTION_5_–]


SECTION 5 – TENDERER SUBMISSION CHECKLIST

	We, the Tenderer, hereby confirm we have completed all sections of the Tenderer Response Document:

	No
	Section
	Please Tick

	1.
	Section 1 – Essential Criteria
	

	2.
	Section 2 – Capability Questions
	

	3.
	Section 3 – Commercial Questions
	

	4.
	Section 4 – Sustainability Questions
	

	

	We, the Tenderer, confirm we have uploaded all of the required information and supporting evidence:

	Section
	Required Document / Evidence
	Please Tick

	Essential Criteria Evidence
	Proof of legitimate business address
	

	
	Copy of tax registration number & certificate
	

	
	Copy of business registration certificate
	

	
	Supporting Documents if applicable
	

	
	
	

	Capability Criteria Evidence
	Completed Tenderer Response Document; CVs of named key personnel (Technical Producer and Interpretation Lead); at least two examples of previous multilingual event outputs (e.g. recordings, post-event reports, or post-production samples)
	

	
	Supporting Documents if applicable
	

	
	
	

	Commercial Criteria Evidence
	Completed Tenderer Response Document
	

	
	Supporting Documents if applicable
	

	
	
	

	Sustainability Criteria Evidence
	Completed Tenderer Response Document
	

	
	Supporting Documents if applicable
	

	
	
	

	

	We, the Tenderer, hereby confirm we compliance with the following policies and requirements:

	Policy
	Policy / Document
	Signature

	Supplier Code of Conduct
	
	

	Terms and Condition of Tendering
	
	





	We confirm that Save the Children may in its consideration of our offer, and subsequently, rely on the statements made herein. 

	

Signature:
	

…………………………………………………..

	

Name:
	

…………………………………………………..

	

Title:
	

…………………………………………………..

	

Company:
	

…………………………………………………..

	

Date:
	

…………………………………………………..




  
[bookmark: _PART_4_-]
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RELEVANT POLICIES
Tenderers are required to familiarise themselves with and confirm compliance with the following SCA policies as part of their submission:
• SCA Supplier Code of Conduct
• PSEAH Policy
• Fraud, Bribery and Corruption Policy
• Data Classification and Handling Policy
• Child Safeguarding Policy
Policy links will be provided to confirmed tenderers by the point of contact. If you require access to any policy documents prior to submission, contact bracetenders@savethechildren.org.au

Annex - TOR
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