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CONSULTANT TO ASSIST WITH FACILITIES & OHS’ POLICY REVIEW AND UPDATE


TERMS OF REFERENCE







































 
1. BACKGROUND INFORMATION
 
The Human Sciences Research Council (HSRC) is a research organization that advances social sciences and humanities for public use. The HSRC subscribes to the values of good governance, accountable public administration and sound management of the resources as reflected in the Public Financial Management Act of 1999 (PFMA as amended by Act 29 of 1999) and other laws and regulations are applicable to public administration.
 
Established in 1968 as South Africa’s statutory research agency and the HSRC has grown to become the largest a dedicated research institute in the social sciences and humanities on the African continent, doing cutting-edge public research in areas that are crucial to development.
 
Our mandate is to inform the effective formulation and monitoring of government policy; to evaluate policy implementation; to stimulate public debate through the effective dissemination of research-based data and fact-based research results; to foster research collaboration; and to help build research capacity and infrastructure for the human sciences.
 

2. SCOPE OF WORK
 
The HSRC wishes to appoint an experienced consultant to assist with the review, refine and update of Facilities & OHS policies for the HSRC Pretoria Office. 

  This will include the following:

· Review of Facilities & OHS policies and procedures, including the Safety, Health and Environmental Policy Statement, and the monthly inspection checklist
· Review and formulate the communication plan regarding all OHS risks and emergency plans will be to include the communication to all staff members, visitors and clients entering the HSRC building.
· Through a consultative process and application of appropriate tools of analysis, refine policies and procedures
· Hold meetings to validate the revised policies and procedures
· Finalize the refined policies and procedures to the service provider 
· The service provider will be expected begin the work from the 01 September 2023




3. STANDARD REQUIREMENT


Provide proof of any valid membership or affiliation to professional accredited bodies.  



















Table 1.
	Approach
	Deliverable
	Expected Level 
of Effort

	Preparation and Initial Consultation with Program
	Brief inception report outlining key deliverables and timelines; contextual analysis.
	

	Review:

· Review of relevant organizational policy and business processes documents
· Participatory process of critical reflection, analysis and consultation 
· Consultations with unit’s leadership and program staff members, partners, etc.
	Meetings with key staff
	

	Refine:

· Analyze feedback from the different source documents and reviews
· Refine policies & procedures guided by the scope of work.
· Present the refined policies and procedures
	Refined policies and procedures
	

	Update: 

· Update the policies and procedures 
	Final policies and procedures
	





	
	
	 























4. EVALUATION CRITERIA
 

	FUNCTIONALITY
	Sub-Criteria
	Points

	1. Experience
 
 
	State your experience in policy review consultancy (Service providers are expected to submit profiles) (20)
· 5 years (5)
· 6-8 years (10)
· 9 years and above (20) 

· Submission of three contactable reference letters (must include: letterhead, date, contact details and signature) that are not older than 5 years to confirm company experience in the implementation of policy review and development (10)
 
	30

	2. Capacity
	Demonstrate capacity by submitting the following: 

Provide the number of dedicated staff members (a senior consultant and consultant) to be assigned to the project, (Brief resumes relevant to the scope of service (20 points) 

	20

	3. Methodology
	Demonstrate relevant policy development methodology by submitting the following: Provide a detailed, step by step approach (refer to table 1 above) (25 points)

Provide a detailed project plan with time frames (25 points)
 
	50

	TOTAL POINTS (FUNCTIONALITY)
	 
100
 


Bidders who fail to obtain a minimum threshold score of 70% on functionality will not be considered for further evaluation.



5. GENERAL INFORMATION

Compulsory Briefing Session
16 August 2023 - 11:00
6. CLOSING DATE
Friday 18 August 2023@15:00PM
7. CONTACT DETAILS 
Quotes to be submitted to Mavis@ mmagoleng@hsrc.ac.za
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Pretoria Office: 	134 Pretorius Street, Pretoria, 0002, South Africa. Private Bag X41, Pretoria, 0001, South Africa.  
Tel: +27 12 302 2000 Fax: +27 12 302 2299/2149
Cape Town Office: 	Spaces 50 Long Street, Cape Town, 8001, South Africa. Private Bag X9182, Cape Town, 8000, South Africa.  
Tel: +27 21 466 8000 Fax: +27 21 461 2099
Durban Office: 	The Atrium, 5th Floor, 430 Peter Mokaba Street, Berea, South Africa. PO Box 37429, Durban, South Africa.
Tel: +27 31 242 5400 Fax: +27 31 242 5401
Pietermaritzburg Office: 	Old Bus Depot, Mbubu Road, Sweetwaters. PO Box 90, Msunduzi, 3200, South Africa.  
Tel: +27 33 324 5000 Fax: +27 33 324 1131
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