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TERMS OF REFERENCE



APPOINTMENT OF A PANEL OF RECRUITMENT AGENCIES FOR THREE YEARS 




NB: The Department of Science, Technology and Innovation (DSTI) will process personal information submitted by bidders solely for the administration, evaluation, adjudication, and management of this procurement process, in accordance with the Protection of Personal Information Act, 2013 (Act No. 4 of 2013) and other applicable legislation.


1.	BACKGROUND 

The DSTI requires a skilled workforce to deliver on its mandate. The DSTI uses various recruitment methods to broaden the pool of applicants, including advertising in the national media and the Public Service Vacancy Circular for permanent appointments, and, where required, the use of recruitment agencies for temporary employment services and headhunting.  Headhunting involves approaching specific individuals who possess the required skills, experience, or qualifications and encouraging them to apply for a position.


2.	PURPOSE AND OBJECTIVE

The purpose of this tender is to appoint a panel of service providers to assist the Department with temporary employment services from Deputy Director level and below, and with headhunting for permanent posts where required. The Department will continue to advertise posts through its normal recruitment and selection processes. However, for posts identified by the Department as critical and priority vacancies, whether SMS or non-SMS, the appointed agencies will provide supplementary sourcing and related recruitment support services to broaden the pool of suitable candidates and assist the Department in recruiting the best available skills.

2.1	Temporary Employment Services 
Temporary employment services are required in instances where the Department is unable to fill positions on a permanent basis within the required timeframe or where short-term capacity is needed to ensure continuity of operations. This includes, but not limited to, situations where employees are on extended leave, where posts are not prioritised for permanent filling, or where there is an urgent need to address capacity constraints.
Such services enable the Department to maintain operational efficiency, sustain programme delivery, and ensure that critical functions are not disrupted while longer-term staffing solutions are being pursued. 

2.2	Headhunting

          The headhunting process may be undertaken when suitable candidates cannot be found through normal recruitment and selection processes, or when advertising yields too few qualified applicants. It may also be used after selection processes fail to produce a recommended candidate, or for critical and priority posts where additional support is needed to identify suitably qualified candidates at SMS or non-SMS level. Headhunting is used to complement, not replace, standard recruitment methods.

3. THE SCOPE OF THE PROJECT

3.1 The Department intends to appoint recruitment agencies for the provision of recruitment services for the placement of both permanent and temporary employees. The scope of work must be undertaken in compliance within the applicable legislation and regulatory framework. The Department will continue to advertise and fill vacancies through its established recruitment and selection processes, while the recruitment agencies will provide sourcing, headhunting and related recruitment support for temporary employment services and for permanent posts identified by the Department as critical and priority vacancies, across SMS or non-SMS.

3.2 Deliverables and payment schedules

3.2.1   Temporary Employment Services
The appointed recruitment agencies will be required to deliver the following 	services:
a) Source suitable candidates through the platforms available to the agency, including digital media and other recruitment channels.
b) Identify applicants and conduct preliminary interviews to assess their suitability.
c) Submit confirmation that the screening process has been completed.
d) Submit for each candidate a signed consent form confirming that their  personal information may be shared with the DSTI in compliance with the Protection of Personal Information Act, 2013 (POPIA).
e) Submit a report to the Department on the screening process, giving details on the demographics (race, gender and disability) and qualifications of potential candidates for each position advertised.
f) Conduct thorough suitability checks for recommended candidate, including criminal record checks, background checks, qualifications, personal references, a social media scan, citizenship, etc.  Proof that these checks have been done must be submitted.  This process should be completed within two weeks of the Department informing the agency that one of their candidates has been recommended by the Department. 
g) Facilitate performance agreements and six-month performance reviews for temporarily appointed employees in line with DSTI templates. This should be facilitated in collaboration with line managers according to timeframes set by the DSTI HR. 
h) Identify performance gaps and initiate developmental interventions.
i) Manage discipline and grievance processes as and when required.
j) Manage each temporary employment service's employee benefits, time sheets and invoicing at the end of each month, irrespective of possible delays in the processing of invoices. 
k) Ensure that the DSTI is aware of the temporary employment service's leave credits and intention to take leave.
l) Conduct exit interviews for all temporary employment services leaving the Department and submitting a report to the Department on the exit interviews at the end of the contract or as required.
m) Submit all requested deliverables within the agreed turnaround times.
n) Provide the DSTI with a diverse pool of applicants, including candidates from designated groups in accordance with the DSTI employment equity plan.

3.2.2   Placement of Permanent Employees / Headhunting for Critical and  Priority Posts

a) Source suitable candidates through the platforms available to the agency, including digital media and other recruitment channels.
b) Identify applicants and conduct preliminary interviews to assess their suitability.
c) Submit a detailed report to the Department on the screening outcome, including the demographic information in terms of age, race, gender and disability status and qualifications of pool of candidates for each position.
d) Submit for each candidate a signed consent form confirming that their  personal information may be shared with the DSTI in compliance with the Protection of Personal Information Act, 2013 (POPIA).
e) Conduct thorough suitability checks for recommended candidate, including criminal record checks, background checks, qualifications, personal references, a social media scan, citizenship, etc.  Proof that these checks have been done must be submitted.  This process should be completed within two weeks of the Department informing the agency that one of their candidates has been recommended by the Department. 
f) Submit invoices for placement fees in accordance with the agreed pricing structure and payment terms.
g) Provide the DSTI with a diverse pool of applicants, including candidates from designated groups in accordance with the DSTI employment equity plan for headhunting. 






4. TOOLS OF TRADE

4.1 The DSTI Information Systems and Supply Chain Management Directorates shall allocate tools of trade i.e. desktop computer, laptop, cell phone, Tablet or iPads etc to the temporary employee .
4.2 When the DSTI tools of trade have been taken home for use, the temporary employee should ensure that  the items are kept in a safe, locked cupboard, desk drawer or something similar. Under no circumstance must the assets be left lying around the house while not in use. 
4.3 Temporary employees attending physical meetings, seminars, conferences, team planning or strategic sessions, and webinars must ensure that their tools of trade are securely stored in a locked environment during tea and lunch breaks.
4.4 Under no circumstances must the DSTI tools of trade be left on the seats or floor or in the cubby-hole of a motor vehicle (state owned, rented or private). In the case where the DSTI assets are being kept in the motor vehicle,  the items must always be locked away in the boot.
4.5 Temporary employees should ensure that when storing the DSTI assets in the boot of a motor vehicle, they must  not do so in the presence of strangers and/or in public places where the public may observe, e.g., whilst at the mall, etc.
4.6 The Agency shall be liable for any loss/damage of the DSTI property and /or assets  in the possession of  the temporary employee. The agency  shall refund the DSTI the market value of the lost/damaged asset if the asset has fully depreciated according to the book value of the DSTI, or recover the book value of the lost/damaged asset, if the asset has not fully depreciated.

5. Payment Schedules

5.1	Temporary employment services of temporary employees will commence on the date of assumption of duty of the temporary employee. Invoicing will be from the date of assumption of duty to the end of that month and thereafter from the first day to the last day of each month. The original invoice and timesheets must be submitted to the DSTI within seven days after the end of each month.

5.2      DSTI will pay the agency, and the agency must remunerate the temporary employment service at the end of each month or in accordance with the agreed contractual arrangements, as follows:
(i) The agency must pay VAT to the South African Revenue Service, where applicable, and deduct all statutory deductions, excluding PAYE, from the total monthly remuneration.
(ii) The agency will deduct its 20% of the gross amount as a handling fee and pay the remaining 80% to the temporary employment service.

5.3	The agency must:

(a)  Process payment for accrued but unused vacation leave on termination of the temporary employment service contract. Payment must be calculated based on the employee’s daily rate of remuneration.
(b)	Ensure that appointed temporary employment services are remunerated monthly without delay. Delays in payment by the DSTI to the agency must not affect payment due to the employee.
(c)  Provide temporary employment services with monthly payslips for record keeping purposes.
(d)  Ensure that in December, salaries are paid on or before 22 December.

5.4.      Headhunting 

The service provider must submit an invoice to the Department for the payment of a once-off placement fee, equivalent to ten percent (10%) of the candidate’s total remuneration package upon the candidate’s assumption of duty.

6. BUDGET

The applicable cost structure will be outlined in the Service Level Agreements (SLAs), taking into account the level and requirements of the position.

6.1 The percentage allocation for appointing temporary employment services should be divided into 80% of the gross amount for the employee, including statutory deductions, and 20% for the agency fee.

6.2 The once-off placement fee for a permanent appointment will not exceed 10% of the annual entry salary level of the position.  A placement fee of 10% is payable to the agency when a temporary employment service is appointed permanently in the same post.

6.3 All monetary values quoted must be in South African Rand and must include VAT.


7.  DURATION AND TERMS

7.1      Successful bidders will be appointed to be on a panel of service providers for a  period of three years.  An appointment to the panel of service providers does not guarantee that the service providers will be used by the DSTI.  If the DSTI uses the service provider, the appointment is subject to the signing of a service level agreement.

7.2 The service provider will be responsible for ensuring that the agreed upon service level is provided in accordance with a quality standard, on time and within budget.

7.3 The service provider will work in close collaboration with the Chief Directorate: Human Resources to ensure that the objectives of the Department are accommodated.

7.4 This bid and all contracts will be subjected to the General Conditions of Contract issued in accordance with the Treasury Regulation 16A published in terms of the Public Finance Management Act, 1999 (Act No. 1 of 1999).  The Special Conditions of Contract are supplementary to that of the General Conditions of Contract.  Where the Special Conditions of Contract are in conflict with the General Conditions of Contract, the Special Conditions of Contract prevail.

7.5 Exempted Micro Enterprises (EMEs) or Qualifying Small Enterprises (QSEs) which are at least 51% owned by black women, youth, persons with disabilities, enterprises owned by persons residing in townships and rural areas are encouraged to apply.

8. FRONTING

8.1 In terms of Broad-Based Black Economic Empowerment (B-BBEE), fronting occurs when a company misrepresents its B-BBEE credentials by giving the impression that black people have meaningful ownership, management control, or participation when this is not actually the case.  DSTI, in compliance with regulations, supports the spirit of Broad-Based Black Economic Empowerment (B-BEEE) and recognises that real empowerment can only be achieved through individuals and businesses conducting themselves in accordance with the Constitution and in an honest, fair, equitable, transparent and legally compliant manner.  The DSTI therefore condemns any form of fronting, and if fronting is discovered, the DSTI reserves the right to immediately cancel the contract.

8.2 The DSTI, in ensuring that service providers conduct themselves in an honest manner will, as part of the bid evaluation processes, conduct or initiate the necessary enquiries/investigations to determine the accuracy of the representations made in bid documents.  

8.3  Should any of the fronting indicators set out in the “Guidelines on Complex Structures and Transactions, and Fronting”, issued by the Department of Trade, Industry and Competition in 2009, be identified during such enquiry/investigation, the onus will be on the service provider/contractor to prove that there is no fronting.  Failure to do so within 14 (fourteen) days from the date of notification may invalidate the bid/contract.. The DSTI may also take other measures against the service provider/contractor concerned by reporting the service provider/contractor to National Treasury to be blacklisted .

9. PROJECT MANAGEMENT

		DSTI will convene quarterly engagement meetings with all appointed service providers who are part of the panel, on dates to be communicated, to monitor performance, review compliance with the Terms of Reference and SLAs, and address any operational or contractual matters to ensure effective service delivery.

10. BRIEFING SESSION

No compulsory briefing session will be held for this tender
Bidders may direct any technical or Supply Chain Management (SCM) enquiries to tenders@dsti.gov.za no later than ten (10) prior to the closing date.

11. SCREENING FOR COMPLIANCE

      As part of Phase 1 of the evaluation process, a shortlist will be developed. Only shortlisted service providers will proceed to Phase 2 for further evaluation. Service providers must comply with all mandatory administrative requirements and submit the required supporting documentation to be considered for progression to Phase 2. Failure to submit any of the required documentation listed below will result in disqualification.

a. Bidders must be registered on the National Treasury's Central Supplier Database and submit proof of registration.

b. Bidders must also submit a tax compliance status PIN issued by SARS.

c. Completed and signed Standard Bidding Document forms.

d. Service provider acceptance of the Terms of Reference (ToRs), indicated by initialling each page.

e. Service provider acceptance of the bid terms and conditions, indicated by initialling each page of the General Conditions of Contract (GCC).



12. ADMINISTRATIVE REQUIREMENTS

a. Bidders must provide evidence of relevant experience by submitting a list of current and past contracts (and their contact details) undertaken within the past five (5) years that are aligned to the services required in the bid specifications, in accordance with the template provided in Part A:  Client Base. Only relevant experience will be considered for bid evaluation purposes, and it is therefore vital that the periods of relevant experience are specifically highlighted in the company profile.  Reference screening will be undertaken to confirm the validity of referees provided (DSTI reserves the right to conduct reference checks to verify the information provided).

b. Bidders must submit a detailed company profile clearly outlining the company’s relevant experience, knowledge, accreditation and directorship.

c. Bidders must attach reference letters from organisations for which the bidder previously sourced temporary employment services or placed permanent employees.

d. Bidders must provide a company profile demonstrating their capacity to deliver and their experience in the recruitment field.

e. Bidders must attach proof of registration with the Department of Employment and Labour (including letter of good standing and Unemployment Insurance Fund).

13. EVALUATION PROCESS

The evaluation process will be conducted in the following phases:
a. Phase 1: Functionality evaluation.

The following rating values for evaluation will be used:

b. Each member of the evaluation panel will independently assess and score each criterion using the prescribed scoring scale provided below:
	Value
	Description

	5 – Excellent
	Exceeds the functionality requirements

	4 – Very Good
	Above average compliance with the requirements

	3 – Good
	Satisfactory and meets the requirements

	2 – Average
	Partial compliance with the requirements

	1 – Poor
	Unacceptable; does not meet set criteria



c. The score allocated to each criterion will be multiplied by the applicable weighting to determine the total points achieved for that criterion. The scores for all criteria will then be aggregated and expressed as a percentage of the maximum possible score.

d. Only service providers that meet or exceed the minimum threshold for a phase will be considered in the next phase of evaluation.

e. 	Service providers must submit supporting documentation for all technical requirements as part of their bids. The evaluation panel will assess and score bids based on the submissions and the information provided.

f. Service providers will not rate themselves but must ensure that all required information is submitted. DSTI panel members will evaluate and score all responsive bids and verify the supporting documentation submitted.



13.1 Phase 1:  Functionality evaluation

a. Service providers’ bids will be evaluated for functionality at this stage. A minimum score of 60% must be achieved. in order to proceed to the next phase of the evaluation process.
b. DSTI panel members will independently evaluate the responses received against the criteria set out below.

	
PHASE 1:  PROPOSAL


	
Rating:	1 = Poor	2 = Average	3 = Good	4 = Very good	5 = Excellent



	CRITERIA
	WEIGHTS

	1.
	Qualifications

	15


	 
	a. The owner of the agency or the top management has relevant qualifications and the agency registered with the relevant bodies.

	

	 
	No relevant qualification 







	NQF level 5 in any qualification and registered with the relevant bodies
	NQF 5 qualification on HRM, HRD, Industrial Psychology, Labour Relations and registered with the relevant bodies
	NQF 6 qualification on HRM, HRD, Industrial Psychology, Labour Relations and registered with the relevant bodies

	NQF 7 qualification on HRM, HRD, Industrial Psychology, Labour Relations and registered with the relevant bodies

	

	
	
1
	2
	3
	4
	5
	

	
	
b. Company experience in sourcing/staffing

	15

	
	Less than 3 years’ experience in sourcing/staffing

	3 to 4 years’ experience in sourcing/staffing

	5 to 7 years’ experience in sourcing/staffing
	8 to 9 years’ experience in sourcing/staffing
	More than 10 years’ experience in sourcing/staffing
	

	
	1
	2
	3
	4
	5
	




	2.
	Experience
	

	 
	a
	Placement of senior or top management positions through headhunting in the past five years.
	15

	
	
	Less than 5 testimonial letters for placements from different companies’ testimonials on company letterhead with contactable references
	5 testimonial letters for placements from different companies’ testimonials on company letterhead with contactable references
	10 testimonial letters for placements from different companies’ testimonials on company letterhead with contactable references
	15 testimonial letters of placements from different companies’ testimonials on company letterhead with contactable references
	20 testimonial letters of placements from different companies testimonials on company letterhead with contactable references 
	

	
	
	1
	2
	3
	4
	5
	

	 
	b
	Placement of middle to lower-level employees in the past five years.
	15

	
	
	Less than 5 
placements
	5 placements
	10 placements
	15 placements
	20 placements
	

	
	
	1
	2
	3
	4
	5
	

	3.
	Advertising of posts
	25

	 
	Proven records of advertising on relevant platforms to reach diverse groups
	

	 
	1 platform
	2 platforms
	3 platforms
	4 platforms
	5+ platforms
	

	
	1
	2
	3
	4
	5
	

	TOTAL SCORE
	100

	MINIMUM THRESHOLD SCORE
	60



c. Any proposal not meeting a minimum score of 60% on functional proposal will be disqualified and will not be considered further.

14. AWARDING OF THE BID

a. The Department of Science, Technology and Innovation reserves the right to award the bid in whole to a single service provider.

b. The service provider's tax matters must be in order as per CSD or e-filing.

c. The service provider will be required to sign a non-disclosure agreement, as the work to be performed will be confidential.

d. All staff members appointed by the service provider must obtain positive screening results.

e. Temporary employees will commence on the date of assumption of duty following the signing of the SLA between the agency and the DSTI.  Permanent employees appointed will assume work upon the signing of the contract of employment and upon agreement of the date of commencement of work. 

f. The service provider will be responsible for ensuring that the agreed services are conducted in accordance with the agreed upon  quality standard, on time and within the budget.

g. The service provider will solely be responsible for all administrative issues related to the temporary employee.

h. The service provider will attend meetings with the DSTI when required throughout the duration of the contract.

15. PROPRIETARY RIGHTS

a. The proprietary rights with regards to copyright, patents and other similar rights that may arise from the service provider carrying out the assignment belong to the DSTI.

b. The DSTI will have unrestricted access to all material, data and information.

c. The service provider must deliver any or all such material, data and information to the DSTI upon request.

d. The service provider must agree that all rights, to be acknowledged, understood and adhered to by the service provider on acceptance of bid including, without limitation, all intellectual and property rights in and any material, data or information including computer programmes, e-data and documentation related to the project belong to the DSTI.

16. PROHIBITION OF RESTRICTIVE PRACTICES

16.1   In terms of section 4(1) of the Competition Act, 1998, an agreement between, or concerted practice (Concerted practice is when two or more firms collude to affect pricing, production levels, or market conditions without a formal agreement and leads to restricting competition) by, firms, or a decision by an association of firms, is prohibited if it is between parties in a horizontal relationship and if a service provider(s) is (are) or a contractor(s) was/were involved in any of the following:

(a) Directly or indirectly fixing a purchase or selling price or any other trading condition.  Indirectly fixing refers the practice of parties to a tender process agreeing to fix, maintain, or control prices or other trading conditions without direct communication through the sharing of pricing details or other ways that encourage competitors to act in concert.
(b) Dividing markets by allocating customers, suppliers, territories or specific types of goods or services.
(c) Collusive bidding (Collusive bidding is the agreements between bidders to cooperate in order to manipulate the bidding process, usually in order to control prices or distribute contracts in a way that benefits the bidders).

16.2 If a service provider(s) or contractor(s), in the judgement of the purchaser (DSTI), has/have engaged in any of the restrictive practices referred to above, the purchaser may, without prejudice to any other remedy provided for, invalidate the bid(s) for such item(s) offered or terminate the contract in whole or in part and refer the matter to the Competition Commission for investigation and possible imposition of administrative penalties as contemplated in the Competition Act.

16.3 Any communication either by facsimile, letter or electronic mail or any other form of correspondence to any official or representative of DSTI, other than Supply Chain Management officials, in respect of this bid between the closing date and the award of the bid by the service provider is prohibited.
16.4 Once the process has been completed and the tender awarded, the service provider may not cede or subcontract the agreement or any part of it without the written permission of DSTI.
16.5 The Supplier may not, without the prior written consent of DSTI, subcontract the rendering of the Services to a third party.

17. SUBMISSION OF PROPOSALS

17.1 Any proposal submitted by telegram, facsimile, or only by electronic means such as email, will not be accepted for consideration.
17.2 The proposals must be submitted by 11h00 on 14 October 2026, in the form of an electronic version (USB), 1 original hard.
17.3 All bids must be deposited in the Tender Box located at the reception area of the Department of Science and Innovation (DSTI) at the following address:

CSIR Building no 41, 
Scientia Campus, (CSIR, South Gate Entrance)
627 Meiring Naude Road, 
Brummeria, Pretoria, 0184

17.4 The proposal must be clearly marked as follows:
Bid No:  DSTI04/2026-27
Description:  Recruitment Agencies
Bid Closing date and Time: 14 October 2026 at 11:00
Name and Address of Service provider

NB:	Please note that a proposal will not be considered for evaluation if it’s submitted late. Late tenders will be returned where applicable
17.5  The DSTI reserves the right not to select a consultant and/or to withdraw this advert at any time prior to the selection of a consultant.

18. COMMUNICATION

a. Any questions must be submitted no later than 10 days before the closing date of the bid. Questions received after this date will not be considered by the DSTI. All questions and answers will be published on the Department’s website under www.dst.gov.za/tenders.
b. After the closing date, only the Supply Chain Management unit will communicate with service providers, for example, to seek clarity on the bid, obtain additional information or extend the validity period of the proposal. See paragraph 16.3 for prohibited practices.
c. The outcome of this bid process will be published in the same media used for the advertisement of the bid. The Department will communicate directly only with successful bidder(s). 
d. Enquiries related to the registration and submission of proposals must be directed to Supply Chain Management, specifically Demand and Acquisition Management, at tenders@dsti.gov.za.




	Initials

	



PART A: CLIENT BASE

	Name of client/ organisation where contract is being/was executed
	Description of contract services
	Physical address of the client/ organisation 
	Contact persons and telephone numbers of your clients
	Contract period (indicate start and end dates) e.g. 1 April 2012 to 31 March 2015
	Is the contract current or past? 

	1.
	


	
	
	
	
	

	2.
	


	
	
	
	
	

	3.
	


	
	
	
	
	

	4.
	


	
	
	
	
	

	5.
	


	
	
	
	
	

	6.
	


	
	
	
	
	

	7.
	


	
	
	
	
	

	8.
	


	
	
	
	
	

	9.
	


	
	
	
	
	

	10.
	


	
	
	
	
	



NB: The DSTI reserves the right to verify the contents of this list directly with the service providers’ clients and to conduct site inspections where necessary.
image1.jpeg
e Yy science, technology
( ) & innovation

Department:
Science, Technology and Innovation
REPUBLIC OF SOUTH AFRICA





