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Address: 277a Cleveland St Redfern NSW 2016
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Statement of Work

C.A.1 Key Events and Dates
This Contract commences on the Contract Start Date or the date this Contract is executed, whichever is the 
latter, and continues for the Contract Term unless: 

a) it is terminated earlier or

b) the Customer exercises the Contract Extension Option, in which case this Contract will
continue until the end of the extended time (unless it is terminated earlier).

Event Details 

Contract Start Date: Upon execution 

Contract Term: This Contract will terminate on Monday, 30 June 2025. 

Contract Extension Option: This Contract includes the following extension option(s): An 
extension period(s) of up to a total of 6 months. 
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C.A.2 The Requirement
In July 2024, the National Aged Care Design Principles and Guidelines (Principles and Guidelines) were 
introduced to improve quality of life for older people living in residential aged care accommodation. This 
was in response to Recommendation 45 of the Royal Commission into Aged Care Quality and Safety, 
which recommended that the Australian Government produce a comprehensive set of principles and 
guidelines on accessible and dementia-friendly design in aged care. 

The Principles and Guidelines were developed following extensive consultation with a broad range of 
stakeholders, including older people, their families and carers, the aged care sector and design and 
technical experts. Overall, feedback during consultation processes to develop and refine the Principles and 
Guidelines was positive. The Principles and Guidelines have been designed to be implemented flexibly and 
applied to the many diverse social, cultural and geographical contexts in which aged care homes operate. 

The Department of Health and Aged Care (Department) is implementing a range of strategies to raise 
awareness and support providers and design experts to adopt the Principles and Guidelines. These 
include: 

factsheets and publications on the Principles and Guidelines 

attending sector events to promote the Principles and Guidelines 

a webinar to support the aged care sector to understand how to adopt the Principles and 
Guidelines, including planned activities to support adoption and what good design looks like, held 
on 15 August 2024 

showcasing entries to the Reimagining where we live design ideas competition to demonstrate what 
can be achieved by applying the Principles and Guidelines in rural and urban settings. 

developing an environmental assessment tool to help providers assess their homes against the 
Guidelines to determine the extent to which they meet the Principles and Guidelines and help with 
planning. 

The Supplier is to provide specialist expertise to develop guidance material for culturally appropriate design 
for First Nations people in residential aged care that recognises the individual needs of different 
communities. This guidance material will supplement the Principles and Guidelines and provide the aged 
care sector with guidance about what culturally safe design looks like for First Nations people in residential 
aged care and how to apply the design strategies in a culturally safe manner. The guidance material should 
be informed by lessons learned from other projects and include relevant case studies.  

The guidance material will be evidence-based and provide expert advice to help communities and aged 
care providers know what is possible in designing culturally safe aged care homes for First Nations 
communities. In line with the National Agreement on Closing the Gap, the guidance material should be 
developed in genuine partnership with First Nations communities. The guidance material should minimise 

ch, 
and help ensure that aged care design is culturally safe and responsive to the needs of First Nations 
people. 

The guidance material is intended to complement the National Aged Care Design Principles and 
Guidelines, with the two documents working in conjunction with one another.  

Key activities will include the following: 

Activity description Lead 

Delivery of draft guidance material to supplement the Principles and 
Guidelines on culturally safe design for First Nations communities in 
residential aged care accommodation. The draft should be informed 
by research/analysis on previous Australian projects in the aged care 
space which focused on culturally appropriate design for First 
Nations communities.  

The supplier 

Delivery of workshops and consultations to co-design the draft 
guidance material with First Nations communities.  

The supplier 
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Publications and reports (if any) must be drafted to comply with the current version of the 
Style Manual.

C.A.2(c) Security Requirements

Before the contractor commences work, confidentiality undertakings in a form attached to this work order or 
otherwise prescribed by the buyer are required from:  

specified personnel. 

Confidentiality and Conflict of Interest declarations are to be updated if specified personnel change or 
become aware of any conflicts of interest associated with the provision of the required services. 

Security 

The Specified Personnel must produce to the relevant contract manager from the Department of Health a 
current AFP National Police Certificate, which is no greater than 3 months old, by the contract 
commencement date. If any disclosable outcomes are mentioned in the certificate, the Department may 
delay proceeding with the Work Order until an assessment can be conducted. 

The cost of obtaining each security clearance will be borne by the Supplier. The Supplier must ensure that 
its Specified Personnel promptly provide to the Customer relevant details to assist with the security 
clearance process, and the Supplier must notify the Customer promptly in writing of any change in 

to hold a security clearance. Current ASGVA Vetting Fees and Charges can be found at: 
https://www1.defence.gov.au/security/clearances/about/security-clearance-fees 

C.A.2(d) Work Health and Safety

Manager will identify any potential work health and safety (WHS) issues anticipated to arise during the term 
of this contract and assign management of each issue identified to the party best able to manage it. For all 
issues assigned to the Supplier, the Supplier will provide the Customer with a WHS plan for approval and 
no work will commence until the plan is approved unless agreed in writing by the Customer. 

Throughout the Contract Term, the Customer and the Supplier will proactively identify and cooperate to 
manage any WHS issues that arise. 

C.A.2(e) Delivery and Acceptance

Where the Customer rejects any deliverables under Clause C.C.11 [Delivery and Acceptance] the 
Customer will specify a timeframe in which 
cost, so that the deliverables meet the requirements of this Contract. The Supplier must comply with any 
such requirement. Rectified deliverables are subject to acceptance under Clause C.C.11 [Delivery and 
Acceptance]. 

The Supplier will refund all payments related to the rejected deliverables unless the relevant deliverables 
are rectified and accepted by the Customer. 

accordance with Clause C.C.16 [Termination for Cause]. 

Milestone Description Due Date 

Completion of a detailed project plan 16 December 2024 

Completion of draft guidance material 10 February 2025 

Completion of stakeholder consultations 14 March 2025 

Completion of an interim report to summarise the outcomes of 
consultations on the draft and options to promote awareness and 
encourage uptake of the guidance material  

11 April 2025 
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Completion of a feedback spreadsheet (or similar), with a summary 
of recommendations on how feedback will be addressed. 

5 April 2025

Completion of final guidance material, that incorporates agreed 
changes from the consultation process. 

16 June 2025 

Reports 

During the term of this Contract, the Supplier must provide the Customer with reports as set out in the table 
below: 

Report Type Detailed Description Due Date 

Project Plan A detailed program and timetable for the entire project, 
setting out key program milestones and their due dates. The 
project plan should include a consultation plan, with 
proposed stakeholders for consultation on the draft 
guidance material.  

5pm ACT local 
time,  

16 December 
2024 

Interim report A detailed report summarising outcomes of the 
consultations on the draft and options to promote 
awareness and encourage uptake of the guidance material 
(e.g., workshops and industry training). This report should 
be informed by consultation on the draft guidance material 
and analysis of feedback from the consultations.  

5pm ACT local 
time,  

11 April 2025 

Summary of feedback  Spreadsheet or similar outlining feedback received and 
recommendations on how that feedback will be addressed 
in the final version.  

5pm ACT local 
time,  

5 May 2025 

Delivery and Acceptance  Additional Instructions 

Draft versions of all deliverables are to be provided in an editable format (e.g. word or excel 
document) before they are accepted by the department, to allow for comments and revisions. 

The Supplier is to provide deliverables by email, for files 20MB or less in size. To enable the sharing 
of larger file sizes, the department will establish a secure SharePoint page for files over 20MB. 
Deliverables will not be accepted via Dropbox or other file sharing platforms. 

C.A.2(f) Meetings

The Supplier is required to attend meetings as follows:

Meeting Type Position Required Frequency Mode 

Project inception 
meeting  

Organiser/chair Within 5 business 
days of contract 
execution 

Video conference 

Regular project 
meetings  

Organiser/chair Fortnightly or as 
agreed between the 
Supplier and the 
Customer 

Video conference 

C.A.2(g) Facilities and Assistance Offered by the Customer

The Customer will not make any facilities or assistance available to the Supplier.
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C.A.2(h) Customer Material

The Department will provide information as required. The Final Report of the Royal Commission into Aged 
Care Quality and Safety (Royal Commission) was tabled on 1 March 2021. The Australian Government 
published a comprehensive response to the 

The Royal Commission recommended that the Australian Government should guide the design of 
residential aged care accommodation by developing and publishing a comprehensive set of Design 
Principles and Guidelines on accessible and dementia-friendly design for residential aged care, that can be: 

accommodation settings, and 
amended from time to time as necessary to reflect contemporary best practice. 

The Australian Government accepted this recommendation and in response developed and introduced the 
Principles and Guidelines in July 2024. The Principles and Guidelines aim to guide refurbishments and new 
residential aged care accommodation builds to ensure they promote independence, function and enjoyment 
for residents and support staff to deliver high quality care. The Principles and Guidelines have been 
designed to be implemented flexibly and applied to the many diverse social, cultural and geographical 
contexts in which aged care homes operate. 

The Department has prepared resources, including factsheets, to support the Principles and Guidelines. 
These resources and further information are available at Improving accommodation in residential aged 
care. 

C.A.2(i) Conflicts of Interest

The Supplier has declared that it has no Conflicts of Interest relevant to the performance of its obligations 
under this Contract. 

C.A.2(j) Public Interest Disclosure

For information about how to make a Public Interest Disclosure, please refer to the information provided on 
the Customer : https://www.health.gov.au/about-us/corporate-reporting/public-interest-disclosures. 

All Public Interest Disclosure matters (relating to this procurement) should be referred to: 

Name/Position: PID Coordination Unit 

Email Address: @health.gov.au 

C.A.2(k) Complaints Handling

For information about how to make a complaint, please refer to the information 
website: 02 6289 5924. 

Any complaints relating to this procurement should be referred to: 

Name/Position: Procurement Advisory Services 

Email Address: Procurement.advice@health.gov.au 

Telephone: 02 6289 5924 

If your issue is not resolved refer https://www.finance.gov.au/business/procurement/complaints-handling-
charter-complaints for more information relating to complaints. 
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C.A.4 Contract Managers and Addresses for Notices
Contract Managers are responsible for issuing or accepting any written Notices under this Contract and are 
the contact points for general liaison. 

C.A.4(a)

The person occupying the position of: Assistant Director

Currently:  

Telephone: 02 5132  

Email Address: @Health.gov.au 

C.A.4(b) Address for Invoices: 

Addressee Name/Position Title: , Director  

Telephone: 02 5132  

Email Address: @health.gov.au 

C.A.4(c) : 

Name:  

Position Title: Director 

Mobile:  

Email Address: @kaunitzyeung.com 

Postal Address: 277a Cleveland St Redfern NSW 2016 

C.A.4(d)

Name:  

Position Title: Director 

Email Address: @kaunitzyeung.com 

Postal Address: 277a Cleveland St Redfern NSW 2016 
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Additional Contract Terms 

An executed contract will incorporate the Commonwealth Contract Terms and also the following Additional 
Contact Terms: 

C.B.1 Intellectual Property
The Customer owns the Intellectual Property Rights in the Material created under this Contract. 

To the extent the Supplier or a third party holds any Intellectual Property Rights in any existing Material, the 
Supplier hereby agrees to licence the Customer to enable the Customer to exercise full rights and interests 
in the Intellectual Property Rights in any Material provided under this Contract. The Supplier agrees to 
create, execute or sign any documents and perform all acts which may be necessary to allow the use of 
those rights by the Customer for any purpose. 

The Customer grants to the Supplier a non-exclusive, non-transferable, irrevocable, royalty-free licence for 
this Contract Term to exercise the Intellectual Property Rights in the Material for the sole purpose of 
fulfilling its obligations under this Contract. The licence in this clause is subject to any conditions or 
limitations of third parties that the Customer notifies to the Supplier. 

Intellectual Property Rights in Goods provided under this Contract or pre-existing Intellectual Property of 
the Supplier, set out below (if any), will not change as a result of this Contract. 

C.B.2 Confidential Information of the Supplier

and agrees to treat the information as confidential unless required by law to disclose the information. The 
Customer retains the right to disclose any other information contained in this Contract. 

Information to be kept confidential 

Not applicable 

C.B.3 Payment Terms
The Customer will pay the amount within a Correctly Rendered Invoice to the Supplier within 
twenty (20) calendar days after receiving it, or if this day is not a Business Day, on the next Business Day. 

C.B.X Workplace Gender Equality Act 2012 (Cth)
Where the Supplier is a relevant employer under the Workplace Gender Equality Act 2012 (Cth) 
(the WGE Act) the Supplier must provide evidence that it complies with its obligations under the WGE Act 
before commencement of any Contract and, if the term is more than 18 months, within 18 months of 
commencement and annually thereafter for the duration of the Contract. 

If the Supplier becomes non-compliant with the WGE Act during the course of the Contract, the Supplier 

WGE Act does not relieve the Supplier from its responsibilities to comply with its other obligations under the 
Contract. 
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Contract Annex 1  Supplementary Information 
The Department of Health and Aged Care style guide is provided in the attached below.  
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We follow the Australian Government Style Manual and use the Macquarie Dictionary for spelling and 
hyphenation guidance. 

This document lists exceptions and terms and phrases specific to the Australian Government Department 
of Health and Aged Care. 

Contents 
Use we/us/you ..................................................................................................................... 14 

Formatting ........................................................................................................................... 14 

Italics ............................................................................................................................... 14 

Bold ................................................................................................................................. 14 

Legislation ....................................................................................................................... 14 

Transcripts ....................................................................................................................... 14 

Abbreviations and acronyms ............................................................................................ 14 

Capitalisation ....................................................................................................................... 14 

Committees ..................................................................................................................... 14 

Reports, strategies, frameworks, plans ............................................................................ 14 

Job titles .......................................................................................................................... 15 

Publications ..................................................................................................................... 15 

Grammar and punctuation ................................................................................................... 16 

Hyphens .......................................................................................................................... 16 

Dashes ............................................................................................................................ 16 

List punctuation ............................................................................................................... 17 

Percentage symbol .......................................................................................................... 17 

Organisations take singular verbs .................................................................................... 17 

Linking ................................................................................................................................. 17 

Link text ........................................................................................................................... 17 

Legislation ....................................................................................................................... 17 

Aboriginal and Torres Strait Islander health ......................................................................... 17 

Aged care ............................................................................................................................ 18 

Explaining Medicare ............................................................................................................ 18 

Life Saving Drugs Program .................................................................................................. 18 

Word list .............................................................................................................................. 18 
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USE WE/US/YOU
On health.gov.au, we/us means the Australian Government Department of Health and Aged Care. Do not 

the Style Manual advice to u . 

FORMATTING 
Italics 
Do not use italics for emphasis. Follow Style Manual advice on italics.  

Bold 
Avoid using bold for long sections of text. Use a callout instead. 

Legislation 
To ensure Acts of Parliament appear italicised, use the Cite style in GovCMS within the source code. 

Ensure you identify the jurisdiction of the Act as either national or state based by the lead in sentence, not 
by using (Cth) or (NSW) 

Linking to legislation   

Transcripts 
For audio/video resources follow this example. 

Abbreviations and acronyms 
Spell out once per page. For abbreviations/acronyms used in the title, spell out either in the page title 
(preferred) or in the summary (if spelling it out in the title is too long). A
possessive. 

CAPITALISATION 
In general, use minimal capitals. 

Committees 
When referring to working parties, committees, expert panels and so on: 

Use title case for the full name of the group (e.g. Life Saving Drugs Program Expert Panel). 

 

We no longer capitalise panel, committee, working group and so on in general text references, as per the 
new Style Manual government style manual guidance.  

Reports, strategies, frameworks, plans 

the Australian Government Style Manual, minimise capitals for common nouns.  
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Use en dashes for year ranges (no spaces), in publication titles (with spaces), and in multiple-word 
modifiers. For example:

2020 21 

Publication title  A user guide 

Australian Government funded 

See the Style Manual for more on dashes. 

List punctuation 
We previously omitted the full stop at the end of bulleted lists because the DTA content guide advised this. 
They have since changed that guidance and new style manual says to use full stops at the end of fragment 
lists to end the sentence.  

Percentage symbol 
Use %  

Organisations take singular verbs 
References to committees, departments, organisations, companies and so on use singular verbs and 
pronouns, not plural: 

  
 

 

LINKING 
Link text 
Write link text that makes the destination clear (see Style Manual here  

Write this: Register for the webinar 

Not this: To register for the webinar, click here. 

Legislation 
Always link to the latest version of the Act or Regulation. For example: 
www.legislation.gov.au/Latest/C2019C00023  
To get this URL, right- -right corner of an Act or Regulation page 
More info: Federal Register information on linking 

Link to a section within legislation if needed  In the table of contents, right-click on the section and 
copy the URL. Take the last bit of the URL including the slash (for example: /Text#_Toc12283716) and 

https://www.legislation.gov.au/Latest/C2019C00199/Text#_Toc12283716) 

The link text should be the name of the section. For example:  
Part 3  Home care services of the User Rights Principles 2014 

ABORIGINAL AND TORRES STRAIT ISLANDER HEALTH  
The National Aboriginal and Torres Strait Islander Staff Network have approved an editorial style guide. 
Please refer to the Aboriginal and Torres Strait Islander health guide.  
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AGED CARE
Aged Care have put out their own editorial style guide. Please refer to the aged care guide.  

EXPLAINING MEDICARE 
 Pharmaceutical Benefits Scheme (PBS)  this scheme is not part of Medicare.  

You can say a Medicare card gives you access to the PBS or something similar. 

 Free treatment as a public patient in hospital  public 
 

This is because 40% of public patients are treated in private hospitals as part of overflow when 
public hospitals are full or unavailable. 

 The public health system provides free hospital treatment as a public patient  not Medicare. 

 

LIFE SAVING DRUGS PROGRAM 
See the guides and templates in this folder: Life Saving Drugs Program. 

WORD LIST 
This list shows how words have been presented on health.gov.au and in Budget papers. We aim for 
consistency with this list. 

A 

Aboriginal and Torres Strait Islander terms and phrases  See the Aboriginal and Torres Strait Islander 
health guide 

after hours  - -
 

aged care  See the aged care guide. 

antibiotic-resistant bacteria 

anti-smoking campaign 

anti-vaping campaign 

antiviral 

Australian Centre for Disease Control  

Australian Digital Health Agency 

Government) 

age ranges  people 65 years and over; children aged 6 months to less than 5 years 

B 

bloodborne  one word in general text (bloodborne virus). Two words in committee names because they 
are wedded to this. Acronym still BBV for bloodborne virus, for consistency with past use.  

breastmilk 

breastmilk bank 

Budget   

bulk billing 

bulk billing incentive, bulk billing GP 

C 

check-up 

chronic condition  not chronic disease 
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clinical quality registries (but National Clinical Quality Registries Program) 

Closing the Gap PBS co-payment

co-design 

communique  no accent on the e;  

concession cardholders 

co-payment 

coronavirus  no capital unless starting a sentence 

cost of living (noun)   

cost-of-living (adjective)  -of-  

COVID-19  not Covid or covid or any other shortened version 

COVIDSafe  adjective describing behaviours to reduce the spread of COVID-19 

cross-border health issues 

cutting edge (noun)   

cutting-edge (adjective)  -  

D 

data  singular (data is), not plural (data are) 

decision-making 

E

Ebola  capitalise first letter (because it is named after the Ebola River; most diseases do not take capitals 
 see Medical terms) 

end-stage kidney disease 

e-cigarettes 

F 

fact sheet  not factsheet 

fellowship  

Uppercase when referring to the full name: Fellowship of the Australian College of Rural and Remote 
Medicine 

face-to-face consultations 

fetal alcohol spectrum disorder (FASD)  

First Nations  See the Aboriginal and Torres Strait Islander health guide 

G

GP (no need to spell this out first time before using abbreviation) 

government  lower case when using as subsequent references to the Australian Government, and as an 
adjective (government spending, government programs) 

GP-led respiratory clinics (lower case) 

H 

health care  use 2 words when the term is being used a noun. For example, delivering better health care, 
improve rural health care, providing health care remotely, improving access to primary health care. 

healthcare  use 1 word when it is being used as an adjective. For example, healthcare providers, 
healthcare billing compliance, healthcare workers 

health insurer  not health fund 

health professionals  

for a specific context, use the specific term  
 

for a generic context where providers can be grouped, use one generic (ie if you might consult a 
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Say you were writing a page about mental health medication. You could use the specific terms GP and 
psychiatrist in the summary for accuracy  

 but use the generic after that to keep the page simple  
 

healthdirect  healthdirect, all lower case, is the name of the service. So when describing the healthdirect 
website, the healthdirect Symptom Checker or the healthdirect helpline, use lower case. If you are writing 
about Healthdirect Australia (the organisation that operates a number of health services on behalf of 
Australian governments), that name should be capitalised. 

home page  always 2 words, never homepage 

I

J

K 

L 

life- Life Saving Drugs Program, Surf Life Saving Australia) 

life-threatening 

log in and login  not sign in or log on. Use log in (verb) for buttons and links, and login (noun) for content 
 

long-stay older patients 

long-acting reversible contraception (LARC) 

low-intensity digital service 

LGBTQIA+ 

M 

Minister for Health and Aged Care  not Health and Aged Care Minister 

Medicare Benefits Schedule (MBS) 

Medicare Urgent Care Clinics (then abbreviate to Medicare UCCs) 

Medicare-eligible MRIs 

Medicare-funded healthcare providers 

Monthly Care Statements 

MyMedicare 

My Health Record 

My Health Record data 

N 

national one-stop shop 

national strategies for bloodborne viruses and sexually transmissible infections 

nationwide 

non-life-threatening, for example -life-  

nurse practitioners (NPs), but try to avoid abbreviations  

O

out of pocket (noun)   

out-of-pocket (adjective)  -of-  

P

Privacy notice  use this term, not collection notice or collection statement, for privacy notices used with 
webforms. 
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Q

R 

recordkeeping  not record keeping or record-  

rollout  not roll out or roll-out 

Rural Workforce Agencies 

S

Smartraveller   

smoke-free  hyphenated, not smokefree or smoke free 

socio-economic 

Star Ratings (in aged care) 

T 

team-based primary care 

telehealth 

time frame  2 words (Macq) 

U 

under serviced (noun)   

under-serviced (adjective)  -  

underway 

V

videoconference 

W 

webpage  1 word (Macq) 

website  1 word (Macq); not site or web site 

wellbeing  1 word, no hyphen 

world-class 

wraparound care 

X

X-ray  upper  

Y

Z 
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Contract Annex 2  Supplementary Information 
Design and accessibility requirements are provided in the attached below.  
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