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1 Introduction
Proposers are invited to submit a priced proposal to conduct an HR Policy Review of Te Taura Whiri i te Reo Māori (Te Taura Whiri).

2 RFP Information
2.1 Background to this RFP
The Māori Language Commission, Te Taura Whiri i te reo Māori, was set up under the Māori Language Act 1987 to promote the use of Māori as a living language and as an ordinary means of communication. Te Taura Whiri is a Crown Entity as defined by the Crown Entities Act 2004. It is responsible to the Minister of Māori Affairs for its annual performance and results and receives its operational funding annually by appropriation in Vote: Māori Affairs.

Te Taura Whiri is committed to a culture of constant improvement and is currently looking to undertake a review of its Human Resource Policies and Procedures. In the context of the current fiscal constraints within the public sector, value for money and increased public scrutiny, Te Taura Whiri is keen to ensure that robust systems, policies and procedures are in place and that the right HR tools are available in order to carry out its HR functions.

In addition Te Taura Whiri is aware that staff need to have access to and an understanding of those systems, policies and procedures and that they are adhered to in the daily operations of Te Taura Whiri’s work. In particular Te Taura Whiri is keen to remove any ambiguity that current policies may have so that staff have a clear understanding of the rules of engagement.
2.2 Scope
a. To provide an assessment of the current HR policies and procedures, the HR Staff Manual  and there application in the work place compared to best practice and that ensures Te Taura Whiri meets legislative requirements. To provide an improved HR policy and procedures set and an updated HR Staff Manual or the like that removes ambiguity and doubt and is suited to the size of our agency.
b. To provide recommendations for improved tools for HR information systems such as personnel files, leave management, timesheets, management and reporting and an implementation plan for the HR information system.
c. To complete the review by 10 June 2011
2.3 Proposal Requirements
Proposals should include the following:

a. Background to your organisation.

b. Your approach and methodology for undertaking this review including the number of staff that are expected to be engaged.

c. Your experience in undertaking similar kind of reviews and references that will help to support your experience.

d. Availability for socialisation in the future.

e. Cost for undertaking the review.

3 Submission details and dates

· Proposals should be submitted to
Te Taura Whiri i te Reo Maori

Investment Centre

Ballance St

P.O. Box 411 
WELLINGTON


 Attention:  Tuehu Harris

· Number of copies required
Proposals must be complete and submitted in a secure package, containing:

· 1 original signed hard copy.  This original must be signed by an authorised representative of the organisation.  This copy is deemed to be the master copy; and

· 4 additional copies; 
Faxed or emailed proposals will not be accepted.

· Closing date and timeframes
Tenders close 21 April 2011.  All tenders must be received by Te Taura Whiri by 4pm on this day.
Te Taura Whiri may at its discretion accept or reject any late proposals from consideration.
Tenders will be evaluated by a panel by 29 April 2011.  

Proposers will be notified of the outcome of the tender process by 6 May 2011. 

 It is expected that the successful proposal will be discussed and adjusted during the contract negotiation stage in order to meet the requirements and needs of the reviewers and Te Taura Whiri.  

· Clarification from Te Taura Whiri
Any clarification or further information in respect of this RFP can be obtained from Te Taura Whiri’s Contact Person.  The contact person is Tuehu Harris, Corporate Services Manager.  The email address is: Tuehu@tetaurawhiri.govt.nz.  
Inquiries must be made by email setting out clearly and concisely what requires clarification or what further information is sought. 

Every effort will be made by Te Taura Whiri to respond in writing to an enquiry within three working days of receipt of the email.

An official written response will be provided to the Proposer/s from Te Taura Whiri’s contact Person only. 

Proposers should note that Te Taura Whiri may provide a copy of all questions and answers provided during the tendering process to all Proposers.  The source of the questions will not be divulged.
You may be asked to provide clarification regarding your bid or provide additional information during the evaluation process.  
4 Terms and Conditions
· You are asked to treat the information in this document as confidential and to communicate it only to the people directly involved in the preparation of your proposal. 
· This request for proposal is issued on the understanding that no charge will be made for preparation of your proposal or other information that may be supplied. 
· The information provided in your proposal will be considered to form the basis for contract negotiations in the event that your proposal is accepted. 
· There is no intention to create legal relations by this RFP. The request may result in negotiations for the award of a contract, but of itself is not an offer that applicants/ Proposers accept by submitting a proposal. To avoid doubt, no process contract will arise by the issue of this RFP. 
· By responding to this RFP you acknowledge acceptance of the principles specified within this document. The extent of acceptance of these principles will be a factor taken into consideration when evaluating responses. Where a principle is not acceptable for any reason then you must:
· Identify the relevant principle and state to what extent it is not acceptable, and

· Provide an alternative principle that is acceptable.
· The lowest priced, or any, proposal may not be accepted. Te Taura Whiri reserves the right to negotiate for only selected parts of any offered proposal.
· Te Taura Whiri reserves the right to undertake background checks on the financial viability of successful Proposers prior to contract negotiation. 
· Preference will be given to proposals that meet the specified requirements and demonstrate an understanding of our needs, exposures and risks. 
·  Te Taura Whiri reserves the right to extend the closing date for RFP responses and to accept or decline late or incomplete proposals at its discretion. 
·  Te Taura Whiri has used reasonable efforts in compiling this RFP. It will not be liable to Proposers for any inaccuracy or omission in the RFP or any additional information Te Taura Whiri may provide. 
·  Te Taura Whiri reserves the rights to cancel, amend, re-issue or withdraw all or part of this RFP and/or process under it at any stage prior to completion of contract negotiations without incurring any liability. 
· Information relating to the examination, clarification, evaluation and comparison of proposals and the recommendations for selection of Proposers is confidential to Te Taura Whiri and will not be disclosed to Proposers or any other persons not officially concerned with such process. 
· Proposer information, proposals and contracts may be reviewed by other government bodies such as the State Services Commission, the Treasury, the Office of the Controller and Auditor-General.

· This RFP and any contract arising from it will be construed according to and governed by New Zealand law. 
· All submitted proposals and any material submitted by the Proposer to substantiate the proposal become the property of Te Taura Whiri and will not be returned to the Tenderer, at any stage, irrespective of the outcome. 
· The preferred Proposer/s will be invited by Te Taura Whiri to enter into negotiations with a view to entering into a contract.  If agreement cannot be reached, the next preferred Proposer may be invited to enter into negotiations.

· Once a contract has been executed, Te Taura Whiri will notify each Proposer of the outcome of the RFP process.

· Proposers must not directly or indirectly provide any form of inducement or reward to any representative of Te Taura Whiri in respect of this RFP.

· All pricing will exclude GST.
5
Assessment of Proposals
Factors to be taken into account when evaluating proposals will include the criteria listed below.  The key criteria markings and weightings will be determined by Te Taura Whiri, prior to any evaluation of proposals taking place.

Assessment of the capability to deliver the required services will be based on the documentation provided and may also take into account:
· The proposed approach to the review

· The experience and qualification of the staff undertaking the review

· The availability of the Proposer to undertake the review

· The ability of the Proposer to deliver the required services efficiently and effectively

The preferred Proposer/s will be invited by Te Taura Whiri to enter into negotiations with a view to entering into a contract.  A draft Agreement, attached in Appendix 1 outlines the expected terms and conditions of the contract. If agreement cannot be reached, the next preferred Proposer may be invited to enter into negotiations.

Once a contract has been signed with the preferred Proposer, Te Taura Whiri will then notify unsuccessful Proposers of the outcome of the RFP process.

Appendix 1 - Draft Agreement
This is an agreement made this _________day of _____________ 2011

 between 




 …………..

(hereinafter called “the Contractor”)

and 





TE TAURA WHIRI I TE REO MĀORI
(also know as the Māori Language Commission)

(hereinafter called “Te Taura Whiri”)

WHEREAS

(a)  Te Taura Whiri wishes to engage the Contractor to provide the services specified in the First Schedule to this Agreement.

(b)  The Contractor agrees to provide those services.

THE PARTIES AGREE AS FOLLOWS:

1.  Term

This agreement records a contract for services relationship which shall commence on…….  and shall continue until ………..

2.  Obligation of the Contractor

2.1  The Contractor shall provide the services and functions detailed in the First Schedule of this Agreement within the agreed time-frames.

2.2  If the completion of any part of the services is delayed by matters beyond the control of the Contractor, or Te Taura Whiri requires additional work or the services to be varied, Te Taura Whiri shall grant a fair and reasonable extension of time to the Contractor.
2.3  The Contractor shall at the Contractor’s own cost, make good any errors, omissions, defects or faults in the service of which Te Taura Whiri notifies the contractor in writing during the term of this agreement or within the period following  completion.  The Contractor shall carry out the remedial work forthwith and so as to avoid unnecessary inconvenience to Te Taura Whiri.
3.  Obligations of Te Taura Whiri

3.1  Te Taura Whiri shall pay the contractor fees as specified in the Second Schedule.  

3.2  Te Taura Whiri shall not be responsible for payment of any expenses incurred by the Contractor unless agreed to between the parties before the expense is incurred.
3.3  Te Taura Whiri shall not be liable to pay sickness pay, or holiday pay or allowances.
4.  Contractor Status

4.1  This Agreement forms a Contract for Services between Te Taura Whiri and the Contractor as an independent contractor, and shall not be construed as a contract of employment, partnership, joint venture or agency.

4.2  The performance of the services specified in the First Schedule to this Agreement shall not be assigned to any other person or organisation, unless previously agreed in writing between the parties.
4.3  The Contractor shall be responsible for the payment of all taxes, ACC levies, and any other payments or levies for which the Contractor may be liable.
5.  Confidentiality

5.1  Subject to the Privacy Act 1993 and any other relevant legislation, Te Taura Whiri and the Contractor shall keep confidential all information relating to or arising from this Agreement.

5.2  The Contractor shall not, during the course of this Agreement or afterwards, except as required by law, without the written permission of Te Taura Whiri, divulge or communicate to any person any confidential information which has come to its knowledge in the course of this Agreement.  This clause shall not apply to any information which has been released to the public.
6.  Ownership of Work

6.1  All work produced by the Contractor in the performance of the services under this contract shall be the sole and exclusive property of Te Taura Whiri, and Te Taura Whiri shall be entitled to any copyright or merchandising rights in or arising from such work.

6.2  Both the Contractor and Te Taura Whiri acknowledge each Parties existing networks and databases.  Ownership of each networks and database prior to commencement of this contract remains with each party.
7.  Disputes

7.1  Te Taura Whiri and the Contractor shall take all reasonable steps to resolve any dispute that may arise in connection with this Agreement.
7.2  Any dispute which cannot be resolved by negotiation between Te Taura Whiri and the Contractor may be referred in the first instance to an independent mediator agreed by the Parties.  In the event that;
(i)  the parties do not agree to mediation; or

(ii)  do not agree on a mediator; or

(iii)  the dispute is not resolved by mediation

the dispute shall be referred to arbitration under and in accordance with the Arbitration Act 1908.

7.3  Until any dispute is resolved, Te Taura Whiri and the Contractor shall continue to perform their respective obligations under this agreement.

7.4  The dispute resolution process shall be commenced by either party giving to the other notice in writing stating the subject matter and details of the dispute and that party’s desire to have the matter referred to mediation or arbitration.

7.5  The arbitration shall be by one arbitrator if the parties so agree or, failing agreement, by two arbitrators (one to be appointed by each party) and an umpire to be appointed by the two arbitrators prior to consideration of the dispute.

7.6  The award in the arbitration shall be final and binding on the parties.

7.7  The costs of mediation and/or arbitration shall be met equally by Te Taura Whiri and the Contractor.

8.  Variation

8.1  This Agreement may be varied by agreement in writing between Te Taura Whiri and the Contractor.

8.2  Any such variation shall be read together with, and deemed part of, this Agreement.

9.  Termination

9.1  This Agreement may be terminated by two weeks written notification and discussion (kanohi ki te kanohi) by mutual agreement of Te Taura Whiri and the Contractor.

9.2  In the event of the mutual termination of this Agreement, all obligations of Te Taura Whiri under this Agreement would cease except for any previously approved expenditure incurred on behalf of Te Taura Whiri during the contractual period.

9.3  Subject to clause 9.2 neither Te Taura Whiri nor the Contractor shall be liable to the other for damage, compensations or any other remedy at law or equity for termination of this Agreement.

DECLARATION:

SIGNED           by



)







)







)

___________________________

)


(Te Taura Whiri i te Reo Māori)



)







)



Witness Signature:

___________________

Witness Name:




Occupation:



Town of Residence:

SIGNED           by



)







)







)

(Contractor)



)







)







)



Witness Signature:

___________________

Witness Name:




Occupation:



Town of Residence:

FIRST SCHEDULE

Based on the following requirements the scope of work to be performed by the contractor has been outlined below.

1.
SPECIFIC CONTRACTUAL REQUIREMENTS OF SERVICE
a. To provide an assessment of the current HR policies and procedures, the HR Staff Manual  and there application in the work place compared to best practice and that ensures Te Taura Whiri meets legislative requirements. To provide an improved HR policy and procedures set and an updated HR Staff Manual or the like that removes ambiguity and doubt and is suited to the size of our agency.
b. To provide recommendations for improved tools for HR information systems such as personnel files, leave management, timesheets, management and reporting and an implementation plan for the HR information system.
c. To complete the review by 10 June 2011
SECOND SCHEDULE

PAYMENT SCHEDULE

Contractor Fees

1.  Payment for services will be made on receipt of invoice(s) submitted by the Contractor and on completion and delivery to Te Taura Whiri of the reports for the services referred to in the First Schedule to the satisfaction of Te Taura Whiri.
2.  All payments are GST exclusive.
3.  Payments shall be made in the following manner:

Disbursements

Disbursements associated with the contracted services will be authorised and agreed by the Contractor and Te Taura Whiri prior to expenditure being incurred.

All disbursements will be then paid accordingly.




� EMBED Photoshop.Image.8 \s ���











Te Taura Whiri i te Reo Māori HR Policy Review
Page 1 of 12

[image: image2.png]Kia ita!’

Te Taura Whiri i te Reo Maori

MAORI LANGUAGE COMMISSION




[image: image3.png]


_1342947956.psd

