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TERMS OF REFERENCE  
FOR 

THE APPOINTMENT OF A SERVICE PROVIDER FOR THE PROVISION OF EMPLOYEE 

WELLNESS SERVICES TO ALL NDA EMPLOYEES OVER A PERIOD OF 60 MONTHS 

 

BID NUMBER: NDA07/CS03/22 

BRIEFING 

SESSION 

VENUE 

A COMPULSORY BRIEFING SESSION WILL BE HELD ON THE 20th JANUARY 

2023@10:00 

NDA HEAD OFFICE, MAIN BOARDROOM at 26 Wellington Road, Parktown, 

Johannesburg. 

CLOSING DATE 

CLOSING TIME 

03rd FEBRUARY 2023 

12H00 

SUBMISSION OF 

DOCUMENTS 

All proposals must be delivered at the NDA Head Office on or before the closing 

date and time.  The Head Office address is: 26 Wellington Road, Parktown, 

Johannesburg, 2193.  Submissions must be strictly submitted inside the tender box 

which is at the main entrance and accessible 24/7.  

Service providers outside of Gauteng are advised to send their documents by 

courier.  NDA will not take responsibility for documents sent via postal 

services. 

SUPPLIER 

ENVELOPES 

The supplier's envelope/s MUST clearly have the description of the RFP "The 

Provision of Employment Wellness Services to all NDA Employees”  

A TWO-ENVELOPE system will be used for the submission of quotations: 

Commercial Envelope 

This envelope must contain price quotations plus all the mandatory documents as 

listed in section 9 of this document. 

Technical Envelope 

This envelope must contain all info listed in section 3 to 8 of this document. 

LATE BIDS 

 
Bids received after the closing date and time will not be accepted for consideration and 

where practicable, will be returned unopened to the Bidder(s).  Contact person for 
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QUERIES 

 

Commercial Queries: Contact Mr Muzi Matsenjwa/Mr Lunga Mbatha on 011 

018-5562/5623 between 08h30 to 17h00 on weekdays.  Queries can also be sent in 

writing to MuziM@nda.org.za/LungaMb@nda.org.za .Technical Queries: Contact  

Ms Rejoice Dzowa/Ms Basani Maluleke on +27 11 018-5500 

Rejoiced@nda.org.za/Basanim@nda.org.za.   
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1. OVERVIEW OF THE NDA 
 
1.1 The National Development Agency (NDA) reports to Parliament through the Department 

of Social Development. The NDA is classified as a public entity under schedule 3A of 

the Public Finance Management Act, 1999 (Act No. 1 of 1999), and was established in 

November 1998 by the National Development Act, 1998 (Act No. 108 of 1998) (NDA 

Act) as government’s response to the challenge of poverty and its causes in South Africa. 

 

1.2 The NDA derives its mandate from the National Development Agency Act, 1988 (Act No. 

108 of 1998). In terms of the Act, the primary objective of the NDA is to contribute 

towards the eradication of poverty and its causes by granting funds to CSOs for the 

purposes of:  

 

(a) carrying out projects or programmes aimed at meeting the development 

needs of poor communities; and  

(b) strengthening the institutional capacity of other CSOs involved in direct 

service provision to poor communities.  

 

1.3 The secondary objects of the NDA in terms of the Act are-  

(a) to promote-  

(i) consultation, dialogue and sharing of development experience 

between CSOs and relevant organs of State; and  

(ii) debate on policy development  

(b) to undertake research and publication aimed at providing the basis for 

development policy.  

 

1.4 The NDA plays a critical role in contributing towards shifting the country from the scourge 

of poverty towards poverty eradication. Through the Act and various policies, the NDA 

contributes to – but is not limited to – the advancement of economic development, social 

cohesion, access to basic human rights and skills development. This contribution of the 

NDA supports the National Development Plan (NDP) 2030 outcomes for a greater and 

better South Africa. 

 

1.5 The National Development Plan (NDP), the Medium-Term Strategic Framework (MTSF), 

Sector Plans and the United Nations Sustainable Development Goals (SDGs) guide the 

NDA’s functions. The aim of the NDP is in line with the NDA’s mandate. The NDP aims 

to reduce inequality and eliminate poverty by 2030. 
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2. PURPOSE OF THE REQUEST FOR BID (RFB) 

 

The NDA seeks to appoint a credible, accredited and experienced service provider to submit 

a comprehensive proposal in respect of offering the Employee Health Wellness Programme 

(EHWP) to 200 NDA staff members nationwide. The EHWP service provider will provide a, 

three sixty-five (365) day, 24/7 confidential service through the service of a qualified, 

experienced, multilingual counsellor, offering both telephonic and face-to-face counselling.  

The duration of the contract with the selected service provider will be for five (5) years. The 

proposed budget should include all services mentioned in section 5 herein below.  

 

3. SPECIFIC OBJECTIVES  

 

This programme must contribute to the following objectives: -   

 

3.1 To provide a professional, confidential, personal support and information service to NDA 

employees, spouse/ partner and their immediate families for a period of five (5) years. 

3.2 Assist employees in preventing and/or remedying personal and family problems that 

adversely affect their well-being or potentially resulting in poor work performance.  

3.3 Maintain and improve the general well-being of employees through activities designed 

for promoting healthy lifestyles.  

3.4 Promote efficiency in the work place that increases the opportunity for employee well-

being and enhanced work performance.  

3.5 Provide immediate, short-term crisis intervention in the event of traumatic incidents.  

3.6 Submission of annual implementation plan for Life Skills Development workshops by 

February of each year and Wellness Day Events as outlined in section 5.3  and 5.4 below.  

3.7 Quarterly reports on progress providing information services rendered and statistics of 

assisted employees and recommendations thereof. 

 

4 REQUIREMENTS FROM PARTICIPATING BIDDERS 

 

The following criteria will be used to select a qualifying accredited service provider to 

participate in this programme.  

     Interested Service Providers must: 

 

4.1 Be registered with a professional body EAPSA or HCPSA – Attach Proof. 
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4.2 Have capacity to offer Employee Wellness Programme for all services outlined in the 

scope of work in Section 5 below. 

4.3 Be able to cover or have offices in all 9 provinces of South Africa: Attach Proof. 

4.4 Be able to assist employees in all 11 official languages of South Africa.  

4.5 Have a minimum of 5 years in providing the same services. 

4.6 Must have professionally qualified lead staff to offer counselling to staff members: (eg. 

Psychologists, Legal Advisors, Financial Advisors and Social Workers) attach their brief 

CVs and professional membership certificates. 

4.7 Provide quarterly report which indicate utilization of the EAP services and this report 

should be presented and interpreted to the NDA 

 

5 SCOPE OF WORK 

 

5.1 Employee Assistance Programme 

The Service Provider is expected to provide employees of the NDA and their immediate 

families with professional assistance within 12-48 hours after the incident has occurred, 

covering the following, but not limited to : 

 Stress Management (identifying the causes of stress, bereavement, coping 

strategies);  

 Financial Management (money management, budgeting, credit and debt 

management etc);  

 Legal (maintenance, child custody, divorce, customary law);  

 Relationship Management (Marital, family and relationship problems, family, co-

workers, partners, abusive relationships, friends);  

 Anti-Substance Abuse (alcohol, drugs, prescription medication) and other addictive 

behaviors such as gambling;  

 Psychological Support (Emotional or behavioral disorders)  

 Post Disaster Support (COVID and other natural disasters) 

 Organizational Change Management  

 Health Related Support (chronic illnesses e.g. HIV, AIDS, cancer, nutritional and diet, 

vis major);  

 Work Related Support (job burnout, poor work relationships, poor work performance, 

conflict resolution, career matters, harassment); and  

 Trauma Debriefing both individual and group counselling (accidents, hijacking, 

loss, armed robberies).  
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5.2 Reporting Structure 

Provision of quarterly and annual report which indicate utilization of the EAP services and 

other services rendered to the NDA staff. This report should be presented, analyzed and 

interpreted to the NDA with recommendations. Provide sample reporting, not limited to 

general reporting. 

  

5.3 Annual Wellness Days 

Wellness Days should be arranged annually per office (9 provincial offices and Head 

Office) as per this in section 7 below. Wellness Day events should cover the following but 

not limited to:   

 Comprehensive Testing (Glucose, Cholesterol, BP, BMI, HIV etc)  

 Dietician Services  

 Eye / Vision Screening  

 Blood Donation drives 

 Massage 

 Aerobics 

 Financial Wellness Services / Debt management services 

 Other Wellness Activities that the service provider can provide 

 

5.4 Life Skills development workshops 

The Service Provider should conduct virtual/physical workshops to a maximum of four 

annually per office. These workshops include but not limited to Stress Management 

Workshops, HIV Awareness, Conflict Management Workshops, Change Management 

and other Wellness Awareness programmes, depending on the need at that time. 

 

5.5 Awareness Communication Strategy 

 Provision of monthly communication electronic brochures or posters based on national 

wellness calendar  

 Provision of monthly Newsletters on health related issues 

 Hold quarterly meetings with the NDA  

 Virtual annual awareness session of the EAP services rendered by the service provider 

 Attend induction sessions on ad hoc basis 
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6 PROPOSAL CONTENT 

 

The proposal must include the following: 

 

6.1 A technical proposal, with background of your organization, aims and objectives, 

methodology/approach that will be used in the implementation of the Employee Wellness 

Programme (EWP). 

6.2 Organization profile including past experience in conducting Employee Wellness 

Programme (EWP), a list of lead staff member with 3 years’ experience and their valid 

accreditation to implement the programme with their CVs and copies of qualifications. 

6.3 A detailed proposal with activities and timeframes. 

6.4 A detailed estimated budget with breakdown for providing this programme as indicated 

in section 5 above. 

 

 

7 NDA EMPLOYEE COVERAGE FOR EWP 

 

(Service provider must have scalability as this is a five-year contract and number of employees 

reflected below might change over the years) 

 

OFFICE/ PROVINCE 
ESTIMATED NUMBER OF EMPLOYEES 

FOR WELLNESS DAYS EVENTS 

1. National Office (Gauteng) 67 

2. Limpopo Province 15 

3. Mpumalanga Province 13 

4. Free State Province 11 

5. North West Province 11 

6. Northern Cape Province 10 

7. Gauteng Province 12 

8. Eastern Cape Province 15 

9. KZN Province 15 

10. Western Cape Province 12 

TOTAL 180 
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8. TECHNICAL EVALUATION 
 

Technical Evaluation will be scored as follows: 

DESCRIPTION 

 

WEIGHT 

100 Points in Total 

 

RELEVANT EXPERIENCE - Evidence of bidding companies  previous 
Employee Wellness Programme (EWP) work undertaken in other 
organisations 

44 

 

1. Experience – in operation for a minimum of 5 years (2 marks) 
(Detailed Company Profile) with detailed capacity within the last 
3 years (2 marks)  

4 

2. Footprints in the 9 provinces:  

 Submit evidence of physical addresses for offices/agreements 
with EWP professionals in the provinces and 

  Indicate the ability to assist employees in all 11 official 
languages of South Africa. 

9 

 

 

1 

3. A detailed project proposal in response to section 6.3 of the 
TORs including an annual work plan with activities and time 
frames 

30 

 

CAPACITY - Personnel (Submit as per 4.6 ) 50 

1.Psychologists (submit as clarified in section 4.6) 16 

2.Social Workers (submit as clarified in section 4.6) 16 

3.Legal Advisors (submit as clarified in section 4.6) 9 

4.Financial Advisors(submit as clarified in section 4.6) 9 

 

REFERENCES 
 
 

6 

Three references for Employee Wellness Programme or Employee 
Assistance Programme done for other organisations 

6 

Submit three (3) reference letters.  Reference letters must be on the 
referee’s letterhead for work done within the last 3 years, signed by a 
duly authorized person, provide details of the services provided, and 
contract duration.  

 

Total score 100 Points 

Minimum qualifying score 85   Points  

 

 

 

 

8.1 Clarification of the above score system 
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 Experience 
Interested services providers must be registered with a professional body EAPSA or 
HCPSA and attached proof, experience in operation for a minimum of 5 years (2 marks), 
a detailed company profile with detailed capacity within the last 3 years (2 marks) 

 
 

 Footprint = Total of 10 points (4.3) 
 
Service Providers must submit evidence of footprint in all 9 provinces (9 points) of South 

Africa. Evidence must be physical addresses for offices/agreements with professionals 

in the provinces indicate the ability to assist employees in all 11 official languages of 

South Africa. A total of 1 point per provincial footprint. 1 point will be allocated for 

mentioning a language in any of the agreements. Zero (0) points will be allocated should 

there be no footprint in a province. 

 

 Work plan = Total of 30 points (6.3) 
 
A detailed project proposal in response to section 6.3 of the TORs including an annual 

proposal with activities (5.3) and time frames (5.1) will score a total of 30 points. 

Submission of an annual work plan will be allocated 10 points, listing all relevant activities 

will be allocated 10 points and time frames will be allocated 10 points. 

 

 Capacity  = Total of 50 points (6.2) 

 

Lead staff member must have 3 years’ experience and submit their valid accreditation 

with relevant bodies, their CVs and copies of qualifications. Failure to submit evidence of 

registration with the relevant accreditation bodies will result to a score of zero (0) in the 

relevant category.  

 

 References = Total of 6 points  
 
 
Submit three (3) reference letters.  Reference letters must be on the referee’s letterhead 

for work done within the last 3 years, signed by a duly authorized person, provide details 

of the services provided, and contract duration, 2 points per reference letter will be 

allocated. 

 

9. COMMERCIAL EVALUATION 

 

a. Bids will be evaluated in accordance with the Preferential Procurement 

Regulations, 2017, using the 80/20 preference points system as prescribed in 

the Preferential Procurement Policy Framework Act (PPPFA, Act 5 of 2000).  

The lowest acceptable bid will score 80 points for price and maximum of 20 

points will be awarded for attaining the Broad-Based Black Economic 

Empowerment (B-BBEE) status level of contribution. 
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b. The bid proposals received will be evaluated in two (2) phases. On the first 

phase bids will be evaluated on functionality and on the second phase in 

accordance with the 80/20 preference points system respectively. 

c. Bid proposal must score a minimum of eighty five (85) points or more out of 

hundred (100) points on functionality in order to qualify for advancement to the 

next phase of evaluation. Second phase, a bid proposal scoring less than 

eighty five( 85) out of 100 will not be considered for further evaluation and will 

be disqualified.   

d. Phase two: During this phase, bid proposals that passed the first phase will be 

further evaluated based on the 80/20 preference points system in accordance 

with the PPPFA Act, where 80 points will be attained in respect of price (the 

lowest acceptable bid will score 80 points and bidders that quoted higher prices 

will score lower points for price on a pro-rata basis) and 20 points will be 

awarded for attaining the Broad-Based Economic Empowerment (B-BBEE) 

status level of contribution in accordance with the table below:  

 

B-BBEE Status Level of Contributor Number of points (80/20 system) 

1 20 

2 18 

3 14 

4 12 

5 8 

6 6 

7 4 

8 2 

Non-compliant contributor 0 

 

e. In order to claim the B-BBEE Status Level of Contributor, bidders must submit Sworn 

Affidavits or original and valid B-BBEE Status Level Verification Certificates or 

certified copies thereof, issued by accredited Verification Agencies such as SANAS 

or Registered Auditor approved by the IRBA together with their bids, to substantiate 

their B-BBEE claims. Exempted Micro Enterprises must submit a letter from the 

Accounting Officer who is appointed in terms of the Close Corporation Act. 

 

f. Bidders who do not submit B-BBEE Status Level Verification Certificate or are non-

compliant contributors to B-BBEE do not qualify for preference points for B-BBEE, but 

will not be disqualified from the bidding process. They will score points out of 80 for 

price only and zero (0) points out of 20 for B-BBEE.  

 

g. Bidders are requested to complete the preference claim form (SBD 6.1 and 6.2) in 

order to claim preference points. 

 

h. The highest ranked bidder will be awarded the bid. It should be noted also that the 

NDA reserves the right not to appoint any service provider and no service provider 

will be reimbursed for any costs incurred whilst participating in this bid.  
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10. JOINT VENTURES, CONSORTIUMS AND TRUSTS 

 

A trust, consortium or joint venture, will qualify for points for their B-BBEE status level as a 

legal entity, provided that the entity submits their B-BBEE status level certificate. 

A trust, consortium or joint venture will qualify for points for their B-BBEE status level as an 

unincorporated entity if the entity submits their consolidated B-BBEE scorecard as if they were 

a group structure and that such a consolidated B-BBEE scorecard is prepared for every 

separate bid.  

Bidders must submit concrete proof of the existence of joint ventures and/or consortium 

arrangements. The NDA will accept signed agreements as acceptable proof of the existence 

of a joint venture and/or consortium arrangement.  

When bidding through a Joint Venture, the Joint Ventures must submit a Consolidated B-

BBEE certificate if it is not an incorporated entity when responding to tenders. This means that 

the bidder will have to obtain a new B-BBEE certificate for the Joint Venture, which 

consolidates each participant’s B-BBEE status level.  

 

11  SUB-CONTRACTING 

Bidders/ tenderers who want to claim Preference points will have to fully comply with regulation 

5 and 12(3) of the Preferential Procurement Regulations 2017 about sub-contracting which 

states that: 

 

"(5)   A tenderer may not be awarded points for B-BBEE status level of contributor if the tender 

documents indicate that the tenderer intends subcontracting more than 25% of the value 

of the contract to any other person not qualifying for at least the points that the tenderer 

qualifies for unless the intended subcontractor is an EME that has capability to execute 

the subcontract. 

 

12 (3) A person awarded a contract may not subcontract more than 25% of the value of the 

contract to any other enterprise that does not have an equal or higher B-BBEE status level of 

contributor than the person concerned unless the contract is subcontracted to an EME that 

has the capability and ability to execute the subcontract 

 

12 CLIENT BASE 
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The NDA reserves the right to contact references during the evaluation and adjudication 

process to obtain information. 

 

 

 

13  PACKAGING OF THE BID DOCUMENTS 

 

The bidder shall place both the sealed Technical Proposal and Price/ Commercial Proposal 

envelopes into an outer sealed envelope or package, and must be clearly marked as follows: 

 

 

13.1 Functionality/Technical Envelope 

 

Bid Ref: NDA07/CS03/22 

Description: THE APPOINTMENT OF A SERVICE PROVIDER FOR THE 

PROVISION OF EMPLOYMENT WELLNESS SERVICES TO ALL NDA EMPLOYESS 

OVER A PERIOD OF FIVE (5) YEARS 

Bid closing date and time: 03rd February 2023 at 12h00 

Name and address of the bidder:  

NB: In this envelope, the bidder shall only address the technical aspects of the bid as 

per Section 8. 

 

13.2  Pricing/Commercial Envelope 

 

Bid Ref: NDA07/CS03/22 

Description:  THE APPOINTMENT OF A SERVICE PROVIDER FOR THE 

PROVISION OF EMPLOYMENT WELLNESS SERVICES TO ALL NDA EMPLOYESS 

OVER A PERIOD OF FIVE (5) YEARS 

Bid closing date and time: 03rd February 2023 at 12h00 

Name and address of the bidder:  

NB: In this envelope, the bidder shall only provide the price/commercial proposal and 

the Mandatory documents outlined in section 17 of the Terms of Reference. 

 

14  PRICING  

 

14.1 Service providers must give a detailed cost breakdown for all applicable costs e.g. 

Initial setup costs, Escalation costs and any other additional charges. 

14.2 Service providers must indicate if their prices will be fixed and firm for the duration of 

the proposed contract period, if not, the proposed escalations should be clearly 

indicated on the proposal/quotation.  All prices submitted must be inclusive of VAT  

14.3  Service Providers must ensure that the quotes submitted have no arithmetic errors as 

NDA will not rectify any errors and no adjustments to quotations received will be 
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permitted after the closing date.  The quotes should include all activities/services that 

will be required for the required services as no variations will be accepted unless 

mutually agreed by NDA and the service provider prior to contract acceptance. 

 

14.4  Bidders will carry the responsibility of ensuring that the proposals submitted have been 

signed by a duly authorised person.  Should it be established after the submission of 

proposals that the signatory authorising the proposal is not legally appointed by the 

service provider, the offer/proposal will be disqualified from the evaluation process. 

14.5  All prices submitted should be typed in black ink or written in pen.  No proposals written 

in pencil will be accepted or evaluated.  Prices must show the total bid amount with vat 

included. 

 

14.6 A two-envelope system will be used for the submission of proposals. 

 

15 TENDER VALIDITY 

 

All submitted bids must be valid for 150-days from the closing date of this bid. 

 

16 NDA PAYMENT TERMS 

 

Invoices will be paid 30-days from the date of submission and approval. All invoices should 

be forwarded to Invoices@nda.org.za 

 

17 MANDATORY DOCUMENTS 

 

17.1 Valid Tax Clearance Certificate issued by the South African Revenue Services (SARS) 

--- SARS tax pin and compliant CSD Report. 

17.2 Signed agreements for joint ventures and/or consortium arrangements. 

17.3 Company registration documents with the relevant authority (CIPC). 

17.4 A letter/resolution authorising the person signing the bid documents and contracts.  

17.5 All participating bidders must complete, sign and return (SBD1, 3.3,4 and 6.1) 

attached together with their proposals. 

17.6 Bidders must submit a detailed cost breakdown for all applicable costs e.g. Initial setup 

costs, monthly costs, and any other applicable costs. All prices submitted must be 

inclusive of VAT. 
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Failure to complete and submit any of the attached documents will result in immediate 

disqualification.   

 

 

 

18  CENTRAL SUPPLIER DATABASE 

 

18.1 The NDA will not appoint any supplier who is not registered as a prospective supplier 

on the central supplier database as required in terms of National Treasury Circular No. 

3 of 2015/2016 and National Treasury SCM Instruction note 4 of 2016/2017. 

 

19 CONTRACT AWARD 

 

A binding contract will be signed after both parties have fully agreed to the scope of 

work and all terms and conditions. The NDA legal department will develop a draft 

contract that shall be used as the basis to finalise contract terms and conditions.  

 

20  DISCLAIMER 

 

20.1  Whilst all due care has been taken in connection with the preparation of this bid, the 

NDA makes no representations or warranties that the content in this bid or any 

information communicated to or provided to bidders during the bidding process is, or 

will be, accurate, current or complete.  The NDA and its officers and employees will 

not be liable for any information communicated which is not accurate, current or 

complete.  

20.2  If a bidder finds or reasonably believes it has found any discrepancy, ambiguity, error 

or inconsistency in the bid or any other information provided by the NDA (other than 

minor clerical matters); the bidder must promptly notify NDA in writing of such 

discrepancy, ambiguity, error or inconsistency to allow the NDA to consider what 

corrective action is necessary (if any).  

 

20.3 Any actual discrepancy, ambiguity, error or inconsistency in this bid or any other 

information provided by the NDA will, if possible, be corrected and provided to all 

bidders without attribution to the bidder who provided the written notice.  
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20.4  No representations made by or on behalf of NDA about this bid will be binding on the 

NDA unless that representation is expressly incorporated into the contract ultimately 

entered into between NDA and the successful bidder.  

 

 

 

21 ADDITIONS AND AMENDMENTS TO THE BID 

 

21.1 The NDA reserves the right to change any information in, or to issue an addendum to 

this bid before the closing date and time.  The NDA its officers and employees will not 

be liable in connection with either the exercise of or failure to exercise this right.  

21.2.  Should the NDA exercise its right to change the information in terms of clause 21.1 all 

amendments will be communicated to all bidders. 

 

 

22  CONTENT PAGE  

 

Participating bidders are required to submit a detailed content page and page dividers 

clearly indicating (cross-referencing) where each of the technical requirements is 

placed in their bid documents exactly as outlined in section 8 (technical evaluation 

criteria) of this Terms of reference. Any additional information that the supplier would 

like to provide should be referenced as well on the content page.  

 

23  PRICE NEGOTIATION 

 

As guided by the Implementation Guide Preferential Procurement Regulations, 2017 

of the PPPFA, Act No.5 of 2000, 19.2; the award of this tender may be subjected to 

price negotiation with the preferred tenderers. 

 

24  SPECIAL CONDITIONS OF THIS BID 

 

NDA reserves the right to; 

24.1 To accept part of a tender rather than the whole tender. 

24.2 To carry out site inspections, product evaluations or explanatory meetings in order to 

verify the nature and quality of the services offered by the bidder(s), whether before or 

after adjudication of the Bid. 
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24.3 To correct any mistakes at any stage of the tender that may have been in the Bid 

documents or occurred at any stage of the tender process. 

24.4 To cancel and/or terminate the tender process at any stage, including after the Closing 

Date and/or after presentations have been made, and/or after tenders have been 

evaluated and/or after the preferred bidder(s) have been notified of their status as 

such. 

24.5 Award to multiple bidders based either on size or geographic considerations. 

 






























