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Department:
Sport,Arts and Culture
REPUBLIC OF SOUTH AFRICA





TERMS OF REFERENCE

APPOINTMENT OF A SERVICE PROVIDER TO PROVIDE A COMPREHENSIVE EMPLOYEE WELLNESS PROGRAMME SERVICE TO THE DEPARTMENT OF SPORT, ARTS AND CULTURE (DSAC) FOR A PERIOD OF 3 YEARS
.
CLOSING DATE AND TIME OF BID:

DATE: 10 DECEMBER 2021 AT 11H00

VIRTUAL BRIEFING SESSION:

DATE:  12 NOVEMBER 2021 AT 09:00 AM
LINK FOR VIRTUAL BRIEFING
https://bit.ly/3EGqVbZ
BID VALIDITY PERIOD: 90 DAYS

TERMS OF REFERENCE
APPOINTMENT OF A SERVICE PROVIDER TO PROVIDE A COMPREHENSIVE EMPLOYEE WELLNESS PROGRAMME SERVICE TO THE DEPARTMENT OF SPORT, ARTS AND CULTURE (DSAC) FOR A PERIOD OF 3 YEARS
1.
BACKGROUND

The Department of Sport, Arts and Culture (DSAC) seeks to appoint a service provider that will be able to provide a Comprehensive Employee Wellness Programme for a period of three (3) years.  The appointed service provider will be expected to give support on the following deliverables and areas: 

· Employee Wellness

· Addictions and substance abuse 
· HIV/AIDS; TB Management
· Cancer screening 
· Critical incidence stress Management

· Disability Management [reintegration]
· Disease Management 
· Covid-19

2.
TASK DIRECTIVE


The Department requires the services of a duly experienced and knowledgeable entity in undertaking the following tasks.  


To confirm that, the bidders have read and understood the task description, they should be able to indicate their ability to implement and manage the Employee Wellness Programme with the stipulated deliverables in the relevant column below:

	No.
	TASK
	NOTED

	2.1
	Employee Wellness Programme
	

	2.1.1
	Establish and intensify an awareness programme that addresses various wellness aspects on a monthly basis through electronic and print media.

	

	2.1.2
	Marketing and communication strategy to promote effective utilization of the programme.
	

	2.1.3
	Intensify awareness on broader wellness issues such as stress management, conflict management, depression, grief, domestic violence, self-care, assertiveness, problem management, financial management as per Wellness Calendar of events from National Department of Health.
	

	2.1.4
	Provide Health and wellness events on site (on DSAC premises) – 2 per quarter (Estimate) as well as outside DSAC premises when need arises [this will include all the Health Screenings].
	

	2.1.5
	Provide a professional and confidential Face-to-face counselling. Six (6) sessions per employee per case in a period of twelve months and Six (6) sessions per family per case. 

(Must be available nationally).
	

	2.1.6
	Provide e-Care programme to enhance and accelerate access to services (online wellness programme)
	

	2.1.7
	A website and a call centre are available 24/7 (and 365 days in a year). The call centre has a toll-free number, and call back services and the services should be provided in 11 official languages.
	

	2.1.8
	Intensify marketing of the disaggregated referral system that is accessible and user friendly for all employees taking the following into consideration:  age, race, culture, religion, location, gender and disability in different departmental levels.
	

	2.1.9
	Referral to appropriate social welfare and health service institutions. All referrals to a secondary service provider will be for the employee’s account when in agreement.
	

	2.2
	Addictions and substance abuse 
Develop and implement interventions based on the following key areas of the programme:
	

	2.2.1
	Counseling and psychosocial support to affected employees and their family members.
	

	2.2.2
	Provide awareness and information on substance abuse and problem management.
	

	2.2.3
	Provide guidance to addicted employees that require rehabilitation.

	

	2.3
	HIV/AIDS; TB Management
	

	2.3.1
	Provide counselling and psychosocial support to affected and infected employees and their immediate family members.
	

	2.4
	Cancer Screening
	

	2.4.1
	Provide cancer screening of all type of cancers affecting both male and females 4 per annum.
	

	2.5
	Critical Incident Stress Management
	

	2.5.1
	Facilitate re-integration of the employee.
	

	2.6
	Disability
	

	2.6.1
	Provide support on re-integration of the employee after traumatic disabling incident.
	

	2.7
	Disease Management
	

	2.7.1
	Intensify awareness on the management of chronic diseases inclusive of all non-communicable diseases. 
	

	2.8
	Covid-19 and other epidemics and emerging health risks 
	

	2.8.1
	Provide updated correct information on Covid-19
	

	2.8.2
	Provide 24/7/365 hotline, sms, email, website and Covid-19 virtual doctor and psychosocial support service.
	

	2.8.3
	Provide monthly report on the number of employees infected and affected with Covid-19 who have sought assistance. 
	


	3.
	OUTCOMES AND OUTPUTS 
Should incorporate the following:
	

	3.1
	Employee Wellness 
	

	3.2
	Addiction and Substance abuse
	

	3.3
	HIV/AIDS; TB Management
	

	3.4
	Cancer screenings
	

	3.5
	Critical incidence stress Management
	

	3.6
	Disability Management [reintegration]
	

	3.7
	Disease Management
	

	3.8
	Covid-19
	

	4.
	TIME FRAME
	

	4.1
	The service provider shall be appointed for a period of thirty-six (36) months / from the date of receiving the appointment letter. The service provider shall attend a briefing meeting after his/her appointment at DSAC within a week with Wellness Team. The service provider shall also avail himself / herself for progress meetings as per the Department’s request.
	

	5.
	MONITORING AND EVALUATION  
	

	5.1
	A monthly, quarterly and annual reports on client usage and organizational health trends and risk as well as recommendations on interventions to implement so as to improve the health and wellbeing of DSAC employees. 
	


6.
LEGISLATIVE AND REGULATORY FRAMEWORK

This bid and all contracts emanating there from shall be subject to the General Conditions of Contract issued 2010 in accordance with procedures of the Treasury Regulations 16A published in terms of the Public Finance Management Act, 1999 (Act 1 of 1999).The Special Conditions of Contract are supplementary to that of the General Conditions of Contract. Where, however, the Special Conditions of Contract are in conflict with the General Conditions of Contract, the Special Conditions of Contract takes precedence.

7.
SPECIAL CONDITIONS OF CONTRACT

7.1 The Department may investigate possible fronting on any bidder and any bidder found to be fronting will be disqualified and blacklisted.

7.2 The service provider may not recruit or shall not attempt to recruit an employee of the Department of Sport, Arts and Culture for purposes of preparation of the bid or for the duration of the execution of this contract or any part thereof.

7.3 Shareholding Portfolio (including percentage of shareholding), the service provider must submit valid proof of registration of the company with CIPRO/CIPC with the bid documents at the closing date of the bid. If by law registration with CIPRO/CIPC is not required, proof of ownership / shareholding must be provided.
8.
EVALUATION STAGES
The bid evaluation process consists of several stages that are applicable as defined in the table below:

	Stage
	Description
	Applicable for this bid

	Stage 1
	Initial screening process to check compliance with bid requirements.
	Yes

	Stage 2
	Functionality requirement evaluation.
	Yes

	Stage 3
	Price and BBBEE evaluation.
	Yes


8.1
Stage 1:


Verification of service provider (s) compliance with bid requirements and initial screening process.
8.2
Stage 2:


The Technical proposal will be evaluated out of 100 points with a threshold of 70 points.  Bidders that score less than minimum of 70 points will be disqualified.  Bidders must score a minimum of 70 or more points to qualify for further evaluation on price and preference points.
8.3
Stage 3:


Bids will then be evaluated in accordance with the prescripts of the Preferential Procurement Policy Framework Act (PPPFA) and the associated Preferential Procurement Regulations of 2017,which stipulate a 80/20 preference point system is applicable up to a rand value of R50 million (all applicable taxes included).
The following criteria will be used in particular as the criteria for appointment, apart from those laid down in the Preferential Procurement Regulations, 2017, pertaining to the Preferential Procurement Policy Framework Act 5 of 2000.
Where B-BBEE points are claimed, original and valid B-BBEE certificate or certified copy of B-BBEE certificate should be submitted. Only certificate bearing SANAS logo or from accredited verification agency or qualified registered accountant / auditor or sworn affidavit if EME will be accepted and the B-BBEE certificate must be valid at the time of closing of the tender. Failure to submit a valid B-BBEE certificate will result in zero preference points being awarded for B-BBEE.
The points for this bid are allocated as follows:
	No
	Components
	Points

	1.
	Price
	80

	2.
	Preferential points:  BBBEE
	20

	
	Total
	100


9.
EVALUATION PROCESS

The 80/20 preference point system in terms of the Preferential Procurement Policy Framework Act No. 5 of 2000 shall apply. The lowest acceptable bid will score 80 points for price and remaining 20 points for B-BBEE status level of contribution.
· Prospective bidders will have to score at least 70 out of 100 points allocated for functionality before the company’s proposal will be considered for pricing.

· With regards to functionality the following criteria will be applicable and the maximum weight of each criterion is indicated.

· For purposes of comparison and in order to ensure meaningful evaluation, bidders are requested to furnish detailed information in substantiation of compliance to the evaluation criteria mentioned below:

10.
EVALUATION CRITERIA
	NO
	CRITERIA
	WEIGHT
	VALUE RATING
	TOTAL

	10.1
	Company Experience

The tenderer need to demonstrate experience, knowledge and understanding of Employee wellness Management in Public Service. 

Proven professional experience with a minimum of five (5) years in similar work Performance in government or private in a form of reference/testimonials with contactable references.
	20
	0 – 2 = Poor

3 – 4 = Below Average

5 – 6 = Average

7 – 8 = Good

9 – 10 = Excellent
	

	10.2
	Counselling services

Number of Telephonic and Online counselling services (help/toll- free/hotline/call centre) on Wellness related services. List the services you are able to provide.
(Critical aspect here is accessibility).  The Department is entitled to validate the existence of this service.
	20
	0 – 3 = Poor

4 – 6 = Below average

7 – 10 = Average

11 – 15 = Good

16 – 20 = Excellent
	

	10.3
	The company need to indicate the number of Health Screenings they can provide on annual basis.

	10
	0 – 5 = Poor

5 – 10 = Good
	

	10.4
	Resource capability and competency of professionals to deliver

Counselling, critical incident manage​ment, advisory and wellness support services through counsellors, psycholo​gists, HIV and AIDS, health specialists, financial and legal advisors.

Appointed professionals to have at least five (5) years’ work experience in similar work and proof of registration with relevant professional body.[CV of relevant key personnel should be attached]
(Critical aspect here is expertise and variety of services provided).
	20
	0 – 3 = Poor

4 – 6 = Average

7 – 10 = Good
11 – 15 = Excellent

	

	10.5
	Project plan

Indicate how the tenderer will roll out how Employee Wellness Programme inclusive of Addiction and Critical Incident Stress Management

HIV/AIDS programme

Disease management support

Disability reintegration support

Health Risk Screening in DSAC.
	30

(10)

(5)

(5)

(5)

(5)
	0 – 8 = Poor 

9 – 16 = Below Average

17 – 24 = Average

25 – 32 = Good 

33 – 40 = Excellent
	


11.
BID REQUIREMENTS 

· General requirements


The following is required of bidders and should be submitted to the department as part of the bid submission:

11.1 Company profile.

All Bidders must be registered on the National Treasury central supplier database (CSD) and attach a copy of the most recent report to your tender document. The tax status on CSD must be compliant, as Department is unable to award a contract to a company whose tax affairs are not in order as determined by SARS. A recommended bidder whose tax matters have expired or compliance status is invalid will be notified in writing of their non-compliance status and the bidder must be requested to submit written proof from SARS of their tax compliant status or proof that they have made an arrangement to meet their outstanding tax obligations within 7 working days. The bidder should thereafter provide the Department with proof of their tax compliant status which should be verified via CSD.  
11.2 Original and valid and / or certified copy of B-BBEE status level certificate bearing SANAS logo from an accredited verification agency or qualified registered accountant / auditor if EME. Failure to submit a valid B-BBEE certificate will result in zero preference points being awarded for B-BBEE. B-BBEE certificate or sworn affidavits must be valid at the time of closing of the tender
11.3 Original Company Resolution or Letter of authority or Letter of appointment authorizing the signatory of the Entity to sign the contract with the Department.

11.4 Company registration documents (Proof of ownership / shareholding information).
11.5 Valid contact details including e-mail address.

11.6  Certified ID copies of Directors.

11.7 References should be provided, as well as an indication of experience with similar projects.

11.8 Bidders are requested to provide one original copy of the bid documents and 4 copies of all documents.

11.9 Companies, who registered for VAT, should include VAT on their costing.

11.10 A detailed proposal including: 

a) Project plan;

b) Project Implementation plan;

c) Capacity and experience;

d) Number and level/ranks of team member/s to be involved in the assignment;

e) CVs of all involved (including but not limited to: qualifications and experience and level of expertise/current designation; relevant professional membership.

11.11  Any other details that may be relevant in respect of the tender evaluation criteria described above.

11.12 Technical requirements

A business plan or proposal will be required indicating demonstrated experience in indicated evaluation criteria.

11.13 All documents submitted as proof of substantiate evaluation criteria can be submitted as annexures:

a)
Business Plan.
b)
ISO standard 9001: 2015.
c)
SANS 16001: 2013.
d)
Certification by the Employee Assistance Professional Association.
e)
Registration with the Health Professionals Council of SA.
12.
CONFIDENTIALITY

12.1
Ownership and copyright of all documentation developed during the period of the contract will be vested in the Department of Sport, Arts and Culture.

12.2
No information or documentation may be used for any other purpose other than providing for a tender proposal to the Department, and no copies of any document may be made, except with prior written approval from the Department.

13.
INTELLECTUAL PROPERTY AND OWNERSHIP

13.1
All intellectual property rights relating to any work produced by the service provider in relation to the performance of this contract shall belong to the Department and may not be used for any other purpose by the service provider. The service provider shall give the Department all assistance in protecting such intellectual property rights. All material, in paper, electronic or any recorded format produced by the service provider in the performance of this contract shall remain the property of the Department of Sport, Arts and Culture and must be handed over to the Department on termination of the contract.

13.2
All service providers undertake not to infringe the intellectual property of third parties. Should any action or claim be instituted against the Department emanating from an infringement of intellectual property or an alleged infringement of intellectual property, the service providers hereby indemnify the Department against such claims or actions as well as all costs (including legal costs on an attorney and client scale).

14.
CONTRACTUAL ARRANGEMENT 

14.1
The service provider is required to enter into a Service Level Agreement with the Department of Sport, Arts and Culture to perform all functions as set out in the project Specification or Terms of Reference and National Treasury General Conditions of Contract of 2010.

15.
FINANCIAL IMPLICATIONS

15.1 No service will be provided to the Department before an official order has been issued to the supplier or service provider.
15.2 The service provider should be aware that DSAC only pays after the services have been rendered. 

15.3 The service provider shall on monthly basis provide a report indicating a number of officials who have consulted or received counselling from the service provider, failing to do so the department reserves the right to withhold payment until such a report is provided. 
15.4 Payments will be done within 30 days of receipt of an invoice with all required supporting documents as per the Service Level Agreement;

15.5 Payments will be made by the Department after the service provider has submitted an invoice supported by all requisite documents.

15.6 There shall be no automatic payment to service providers, therefore service providers shall be paid on a detailed tax invoice on monthly basis.

16.
CLIENT BASE

16.1
The Department of Sport, Arts and Culture reserves the right to contact references during the evaluation an adjudication process to obtain information.
17.
COMMUNICATION

16.1
The Department of Sport, Arts and Culture may communicate with bidders for, among others, where bid clarity is sought, to obtain information or to extend the validity period.

18.
PRESENTATION

18.1
The Department of Sport, Arts and Culture may require presentation / interviews from short-listed bidders as part of the bid process.
19.
SUPPLIER DUE DILIGENCE

19.1
The State reserves the right to conduct supplier due diligence prior to final award or at any time during the contract period.
20.
CONFLICT OF INTEREST

20.1
The bidders or bidders’ group must submit a document (you may include it in your covering letter), stating whether any of its employees have any interest in the Department or whether any of Department’s personnel have any interest in the bidders or affiliated business.
21.
PACKAGING OF BID

21.1
Bidders to arrange the Standard Bidding Documents (SBDs) in your submission
numerically and orderly.
22.
VIRTUAL BRIEFING SESSION:  
DATE:  12 NOVEMBER 2021 AT 09:00 AM

LINK FOR VIRTUAL BRIEFING

https://bit.ly/3EGqVbZ
23.
SUBMISSION OF BIDS DOCUMENTS 

23.1 Bidders are therefore advised to ensure that bids are submitted allowing sufficient time for any unforeseen events that may delay the delivery of the bid and time to access the premises because of security arrangements when entering the department main entrance.
23.2 All bidders are required to complete a bid register fully, when submitting bid documents.   Bid register is available at the below-mentioned address.
23.3 Bidders should deposit their documents into the tender box available on the Ground Floor  reception area before or on 10 DECEMBER 2021 by 11H00 at the address below:


Department of Sport, Arts and Culture, Sechaba House,

202 Madiba Street, Cnr Madiba and Paul Kruger Streets, Pretoria

24.       COST OF BIDDING

24.1
The bidder shall bear all costs associated with the preparation and submission of its bid and the Department, will no case be held responsible or liable for these costs, regardless of the conduct or outcome of the tender process. The bidder will not be entitled to claim for travel and subsistence expenses. If such expenses are applicable, these charges must be included in the bid price.

25.
PRICE OR FEES NEGOTIATION

24.1
The Department may negotiate the price or fees with the preferred bidder/s after a competitive bidding process.

25.
LATE BIDS


25.1
Bids are received at the address indicated above. Bids received after the closing date and time will not be accepted for consideration and will be returned unopened to the bidder. Bids documents should be submitted before 11:00 on the closing date of the tender. 

26.
BID AND TECHNICAL ENQUIRIES / CLARIFICATION OF TENDER DOCUMENTS
26.1
The Department will respond in email to any request for clarification of the tender documents which it receives no later than one (1) week prior to the deadline for submission of bids prescribed by the Department. All enquiries related to the technical content of the Terms of Reference as well as the bid enquires may be directed in writing to the officials listed below:

	For Bid Enquiries 

	Mr Tuelo Thubisi 

	Tel: (012) 441 3504/ 072 604  7259

	Email: Tuelot@dsac.gov.za 

	

	Ms Refilwe Zulu

	Tel: (012) 441 3089/ 0826775300

	Email: Refilwez@dsac.gov.za 



	For Technical Enquiries:

	Mr M Nkosi

	Cell 063 641 8028

	Email: Muzin@dsac.gov.za (DD: Employee Wellness Manager)

	


CHAIRPERSON: CD: HRM                                                                                    

DATE:

DIRECTOR GENERAL:

DATE:
14

