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Instruction and Template for

PROPOSAL Submission

Consultancy Title: INTERNATIONAL CONSULTANT TO SUPPORT NATIONAL-LEVEL INTEGRATED BIOLOGICAL AND BEHAVIOURAL SURVEILLANCE (IBBS) SURVEYS AMONG MALE LABOUR MIGRANTS IN NEPAL, 2023

PR No. PR280361
Date of Proposal Submission: <Insert date>
This instruction & template for proposal development consists of the following sections:

1. Section A: Instruction for Proposal Development 

2. Section B: Proposal Development Form

3. Section C: Essential Evaluation Questions

Section A: Instruction for Proposal Development                                                   
Please READ and FOLLOW the instructions before completing the proposal form

1.
A proposal will not be considered for review if:

· It is received after the deadline

· It is not sealed properly (NA in case of email proposals)
· There are any missing documents mentioned in the ToR
· Information submitted by the company is found to be false

· It is incomplete  

2.
A proposal submitted through email should have four (4) separate files:
1st for essential documents 

2nd for technical proposal 

3rd for financial proposal 

4th for other supporting documents as per ToR

· All attached documents should be clearly labelled so it is clear to understand what each file relates to.

· Emails should not exceed 15mb – if the file sizes are large, please split the submission into two emails.  

· Do not copy other SCI email addresses into the email when you submit it as this will invalidate your bid.  

4.  Only shortlisted bidder/s will be contacted by Save the Children at each stage of the selection process.
5. Shortlisted bidder/s will be invited to deliver a 15minute presentation to the Procurement Committee on their technical proposal.

Section B: Proposal Development Form

I. Organization Information (NA in case of individual consultant)
Name of the organization
: …………………………………….

Address


: …………………………………….

District/State

: …………………………………….

Country


: …………………………………….

Phone number

: …………………………………….

E-mail


: …………………………………….

Website


: …………………………………….

II. Details of contact person 

Name

: ……………………………………….

Position
: …………………………………….

Phone Number
: …………………… (Landline) ……………………. (Mobile)

E-mail
: …………………………………

III. Major topics and sub-topics for proposal development 

1.
Organization Background (NA in case of individual consultant)  
1.1
Work experience.
1.2
Existing and current human resource and organization organogram.
2.
Signatory and Proposed Consultants Information:  
	SN
	Full Name (Avoid abbreviations)
	Date of birth (dd/mm/yyyy AD)
	Designation 
	Academic Qualification

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.
Please provide your understanding of ToR and proposed modality / approach to conduct this assignment. Please refer to evaluation criteria of technical proposal in Request for Proposal document.

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

……………………………………………………………………………………….
4. Do you have research experience in Low- and Middle-income countries related to biobehavioral surveillance surveys or research among key populations? If yes, please provide e-copy or link of published articles or report based on low and middle income countries.
…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

……………………………………………………………………………………….

5. Do you have experience in conducting at least one methodology paper related to biobehavioral surveillance surveys among KPs in last 7 years? If yes, please highlight related experience in CV or provide details below or provide link to published article/s or report:
…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

……………………………………………………………………………………….

6. Proposed Budget which includes consultancy daily rate and cost for one time travel to Nepal for 5 nights stay (specify the proposed cost is inclusive / exclusive of applicable taxes in Nepal)
Bidder shall submit financial proposal in separate file with file name – financial proposal.
Section C: Essential Evaluation Questions                                                   
ESSENTIAL CRITERIA (Exclusion if not met)

In order to qualify as a bidder you must be able to answer ‘Yes’ against all of the Essential Criteria. After passing the essential criteria you will be scored against Capability and Commercial criteria. 

	S. No.
	Criteria
	Please specify Yes / No

	a) 
	Do you have a legitimate business/official address OR are you registered for trading or tax purposes with the authorities. 
If yes, have you attached a copy of registration documents with this proposal? (not applicable to individual bidders)
	

	b) 
	We, the Bidder, hereby confirm we compliance with the following policies and requirements:
Terms & Conditions of Bidding

[image: image1.emf]1. Terms &  Conditions of Bidding.pdf


Terms & Conditions of Purchase

[image: image2.emf]SC-C-01 Short Form  Goods and Services Agreement (EN).docx


Supplier Sustainability Policy and the included mandatory policies
Click Here to Access

	

	c) 
	Do you confirm that the company is not linked directly or indirectly to any terrorism related activity, and does not sell any Dual-Purpose goods / services that may be used in a terror related activity?
	

	d) 
	Do you confirm that you are not a prohibited party under applicable sanctions laws or anti-terrorism laws or provide goods under sanction by the United States of America or the European Union and accepts that SCI will undertake independent checks to validate this?
	

	e) 
	Do you confirm that you are not a prohibited party or on government blacklisting
	

	f) 
	Have you attached a copy of passport of proposed consultant with this proposal?
	

	g) 
	Have you attached CVs of Proposed Consultant/s.
	

	h) 
	Do you / proposed consultant have experience in conducting at least one least one HIV related biobehavioral surveillance surveys? If yes, have you submitted a e-copy published article or report? 
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TERMS AND CONDITIONS OF BIDDING

Definitions
In addition to the terms defined in the Cover Letter, in these Conditions, the following definitions apply:

(a) Award Criteria - the award criteria set out in the Invitation to Tender.
(b) Potential supplier - a person or organisation who bids for the tender.
(c) Conditions - the conditions set out in this 'Conditions of Tendering 'document.
(d) Cover Letter - the cover letter attached to the Tender Information Pack.
(e) Goods and/or Services - everything purchased by SCI under the contract.
® Invitation to Tender - the Tender Information, these Conditions, SCI’s Terms and Conditions of

Purchase, SCl's Child Safeguarding Policy, SCl's Anti Bribery and Corruption Policy and the IAPG Code of
Conduct.

(2 SCI - Save the Children International (formerly known as The International Save the Children
Alliance Charity), a charitable company limited by guarantee registered in England and Wales (company
number 03732267; charity number 1076822) whose registered office is at St Vincent House, 30 Orange
Street, London, WC2H 7HH.

(h) Specification - any specification for the Goods and/or Services, including any related plans and
drawings, supplied by SCI to the Supplier, or specifically produced by the Supplier for SCI, in connection with
the tender.

(i) Supplier - the party which provides Goods and/or Services to SCI.

The Contract

The contract awarded shall be for the supply of goods and/or services, subject to SCI’s Terms and
Conditions of Purchase (attached to these Conditions). SCI reserves the right to undertake a formal review
of the contract after twelve (12) months.

Late tenders
Tenders received after the Closing Date will not be considered, unless there are in SCI’s sole discretion
exceptional circumstances which have caused the delay.

Correspondence

All communications from Potential suppliers to SCI relating to the tender must be in writing and addressed
to the person identified in this Invitation to Tender. Any request for information should be received at least
5 days before the Closing Date, as defined in the Invitation to Tender. Where appropriate responses to
questions submitted by any Potential supplier will be circulated by SCI to all Potential supplier s to ensure
fairness in the process.

Acceptance of tenders

SCI may, unless the Potential supplier expressly stipulates to the contrary in the tender, accept whatever
part of a tender that SCI so wishes. SCl is under no obligation to accept the lowest or any tender.
Alternative offer

If the Potential supplier wishes to propose modifications to the tender (which may provide a better way to
achieve SCI’s Specification) these may, at SCl's discretion, be considered as an Alternative Offer. The
Potential supplier must make any Alternative Offer in a separate letter to accompany the Tender. SCl is
under no obligation to accept Alternative Offers.

Prices
Tendered prices must be shown as both inclusive of and exclusive of any Value Added Tax chargeable or any

similar tax (if applicable).

No reimbursement of tender expenses





Expenses incurred in the preparation and dispatch of the tender will not be reimbursed.

Non-Disclosure and Confidentiality

Potential suppliers must treat the Invitation to Tender, contract and all associated documentation (including
the Specification) and any other information relating to SCI’s employees, servants, officers, partners or its
business or affairs (the "Confidential Information”) as confidential. All Potential suppliers shall:
recognise the confidential nature of the Confidential Information;

respect the confidence placed in the Potential supplier by SCI by maintaining the secrecy of the Confidential
Information;

not employ any part of the Confidential Information without SCl's prior written consent, for any purpose
except that of tendering for business from SCI;

not disclose the Confidential Information to third parties without SCl's prior written consent;

not employ their knowledge of the Confidential Information in any way that would be detrimental or harmful
to SCI;

use all reasonable efforts to prevent the disclosure of the Confidential Information to third parties;

notify SCI immediately of any possible breach of the provisions of this Condition 9 and acknowledge that
damages may not be an adequate remedy for such a breach.

Award Procedure
SCI’s Procurement Committee will review the Potential suppliers and their tenders to determine, in
accordance with the Award Criteria, whether they will award the contract to any one of them.

Information and Record Keeping

SCI shall consider any reasonable request from any unsuccessful Potential supplier for feedback on its bid
and, where it is appropriate and proportionate to do so, provide the unsuccessful Potential supplier with
reasons why the bid was rejected. Where applicable, this information shall be provided within 30 business
days from (but not including) the date on which SCI receives the request.

Anti-Bribery and Corruption
All Potential suppliers are required to comply fully with SCI’s Anti-Bribery and Corruption Policy (attached
to these Conditions).

Child Protection
All Potential suppliers are required to comply fully with SCI’s Child Safeguarding Policy (attached to these
Conditions).

Human Trafficking and Modern Slavery
All Potential suppliers are required to comply fully with SCI’'s Human Trafficking and Modern Slavery Policy
(attached to these Conditions).

Exclusion Criteria

Any Potential supplier is required to confirm in writing that:
Neither it nor any related company to which it regularly subcontracts is insolvent or being wound up, is
having its affairs administered by the courts, has entered into an arrangement with creditors, has suspended
business activities, is the subject of proceedings concerning those matters, or are in any analogous situation
arising from a similar procedure provided for in national legislation or regulations;
Neither it nor a company to which it regularly subcontracts has been convicted of fraud, corruption,
involvement in a criminal organisation, any money laundering offence, any offence concerning
professional conduct, breaches of applicable labour law or labour tax legislation or any other illegal activity
by a judgment in any court of law whether national or international;





Neither it nor a company to which it regularly subcontracts has failed to comply with its obligations relating
to the payment of social security contributions or the payment of taxes in accordance with the legal
provisions of the relevant country in which it the Potential supplier operates.

Any Potential supplier will automatically be excluded from the tender process if it is found that they are
guilty of misrepresentation in supplying the required information within their tender bid or fail to supply the

required information.

Conflict of Interest / Non Collusion

Any Potential supplier is required to confirm in writing:

That it is not aware of any connection between it or any of its directors or senior managers and the
directors and staff of SCI which may affect the outcome of the selection process. If there are such
connections the Potential supplier is required to disclose them.

Whether or not there are any existing contacts between SCI, and any other Save the Children entity, and it
and if there are any arrangements which have been put in place over the last twenty four (24) months.
That it has not communicated to anyone other than SCI the amount or approximate amount of the tender.
That it has not and will not offer pay or give any sum of money commission, gift, inducement or other
financial benefit directly or indirectly to any person for doing or omitting to do any act in relation to the
tender process.

Assignment and novation
All Potential suppliers are required to confirm that they will if required be willing to enter into a contract on
similar terms with either SCI or any other Save the Children entity if so required.






PARTIES									Contract ref no.: [insert]

PR Number: [insert]



(1) Save the Children International, Nepal Country Office (PAN: 500098781), Shree Krishna Bhawan, Shambhu Marg, House# 146, Near Airport Gate Area, Sinamangal, Kathmandu (the "Customer"); and



(2) [Name of supplier], whose registered office is at [address] Contact No: .. Mobile Number:.. Email: … (the "Supplier");



The Supplier agrees to supply to the Customer and the Customer to acquire and pay for the Goods (the "Goods") and/or Services (the “Services”) below on the terms of the Contract. The Contract comprises the provisions of this Agreement (the "Agreement"), the attached Terms and Conditions of Purchase and, where applicable, the Customer's order for the Goods, as set out in the Customer's purchase order form or the Customer's written acceptance of the Supplier's quotation, as the case may be (together the "Contract"). 



1 Description of Goods and/or Services

1.1 The following product or services is to be provided:

Consultancy assignment entitled “…”[add a clear description of the product(s)and/or services to be provided]



2 Specification for Goods and/or Services

2.1 Product or service specification:

As per Terms of Reference annexed to this Agreement.



2.2 The specifications set out in clause 2.1 above may be amended by the relevant purchase order. 



3 Duration and Commencement

3.1 This Agreement commences on [the date signed] OR [insert date of commencement] and shall continue until [insert termination date] OR [X years] OR [X months]. 



4 Price for the Goods and/or Services

4.1 The prices for the Goods and/or Services are as follows:

In consideration of the Services to be rendered hereunder, the Customer shall pay the Supplier a total fee of NPR/USD………. inclusive of taxes. <Insert per day rate if applicable>.

[insert a table detailing the prices agreed for the services OR insert [As contained in the annexed [Price List]].

	

The payment shall be made in the following instalments:

		Instalment

		Percentage of total

		Condition



		1st instalment

		….% of the total amount

		



		2nd instalment

		….% of the total amount

		



		3rd instalment

		…..% of the total amount

		



		TOTAL

		100% of the total amount





4.2 These prices for the Goods and/or Services are fixed for the duration of this Contract. [amend as appropriate]

4.3 Invoices shall be in Nepalese Rupees. Invoice shall be addressed to Save the Children.

4.4 Payment will be made in arrears and subject to invoice verification. [SCI policy is to pay in arrears. If you want to amend this please seek approval of the Director of Finance in country]

4.5 Subject to Clause 4.4, the Customer shall pay correctly rendered invoices (a) upon completed delivery of the goods or performance of the services in accordance with the contract or (b) within 45 days from the date of invoice (whichever is later). [If you want to amend this please seek approval of the Director of Finance in country]

4.6 The Supplier shall submit to their line manager/supervisor an approved timesheet <in case of individual timesheet is required> and Tax invoice or filled and signed ‘Payment Request Form’ (for individual) to claim each instalment of the consultancy fee. 

4.7 The Customer shall deduct applicable taxes on the invoice amount as per the prevailing tax law/rules of Nepal.



5 Delivery / dispatch time

5.1 Delivery Goods Address or Service Performance: as set out on Terms of Reference annexed to this Agreement.



6 [bookmark: _Ref220813072]Special terms and conditions 

6.1 Standard of Services. All services to be provided by the Supplier shall be performed with promptness and diligence and at a level of proficiency to be expected of the Supplier with the background and experience that Supplier has represented it has. The Customer shall provide such access to its information, property and personnel as may be reasonably required in order to permit the Supplier to perform the Services. 

6.2 Reporting.  The Supplier will report to ………...

6.3 Penalty on delay delivery of services. If the Supplier fails to submit the services to the Customer within the agreed timeframe, the Customer will deduct 0.05% of the total consultancy fees on a daily basis.

6.4 Confidential Information. Unless otherwise agreed to in advance and in writing by the Customer, the Supplier will not, except as required by law or court order, use the Confidential Information for any purpose whatsoever other than the performance of the Services or disclose the Confidential Information to any third party. 

6.5 Insurance. The Supplier shall maintain at its sole expense liability insurance covering the performance of the Services by the Supplier. 

6.6 Work Product and License

(a) Defined. In this Agreement the term "Work Product" shall mean all work product generated by the Supplier solely or jointly with others in the performance of the Services, including, but not limited to, any and all information, notes, material, drawings, records, diagrams, formulae, processes, technology, firmware, software, know-how, designs, ideas, discoveries, inventions, improvements, copyrights, trademarks and trade secrets.

(b) Ownership. The Supplier agrees to assign and does hereby assign to the Customer all right, title and interest in and to the Work Product. All Work Product shall be the sole and exclusive property of the Customer and the Supplier will not have any rights of any kind whatsoever in such Work Product.  The Supplier will not make any use of any of the Work Product in any manner whatsoever without the Customer’s prior written consent.

		Signed for and on behalf of the Supplier:

		

		

Signed for and on behalf of the Customer:



		Signature

		











		

		Signature

		



		Name

		

		

		Name

		



		Position

		

		

		Position

		



		Date

		

		

		Date
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TERMS AND CONDITIONS OF PURCHASE



3



1 Definitions and Interpretation

These terms and conditions ("Conditions") provide the basis of the contract between the supplier ("Supplier") and Save the Children International (the "Customer") in relation to the Agreement ("Agreement") (the Agreement and the Conditions are together referred to as the "Contract"). All references in these terms and conditions to defined terms - Goods, Services, Prices and Delivery - refer to the relevant provisions of the Order.

2 Quality and Defects

2.1 The Goods and the Services shall, as appropriate:

a) correspond with their description in the Order and any applicable specification;

b) comply with all applicable statutory and regulatory requirements; 

c) be of the highest quality and fit for any purposes held out by the Supplier or made known to the Supplier by the Customer; 

d) be free from defects in design, material, workmanship and installation; and

e) be performed with the best care, skill and diligence in accordance with best practice in the Supplier's industry, profession or trade.

2.2 The Customer (including its representatives or agents) reserves the right at any time to audit the Supplier’s records, inspect work being undertaken in relation to the supply of the Goods and Services and, in the case of Goods, to test them.      

3 Compliance and Ethical Standards

3.1 The Supplier shall commit to the Customer’s zero tolerance approach towards sexual exploitation and abuse, harassment, sexual harassment, intimidation and bullying. The Supplier, and its suppliers and sub-contractors shall not in any way engage in any actual, attempted or threatened:

(a) sexual exploitation or abuse of a child or children, including but not limited to physical or emotional abuse, exploitation, neglect or any other form of maltreatment;

(b) sexual exploitation or abuse of adults in vulnerable populations, including but not limited to the Customer’s adult beneficiaries, and the Customer’s staff and representatives;

(c) sexual harassment, harassment, intimidation or bullying of the Customer’s staff, representatives or of anyone you come into contact with while delivering the terms of this Contract.

3.2 The Supplier, its suppliers and sub-contractors, shall (a) observe the highest ethical standards, and shall comply with all applicable laws, statutes, regulations and codes (including environmental regulations and the International Labour Organisation’s international labour standards on child labour and forced labour) from time to time in force, (b) comply with the Supplier Sustainability Policy annexed to this Agreement (the “Supplier  Sustainability Policy”) which includes the following Customer policies: (i) Child Safeguarding; Protection from Sexual Exploitation and Abuse (PSEA); (ii) Anti-Harassment, Intimidation and Bullying policy; (iii) Fraud, Bribery and Corruption; and (iv) Human Trafficking and Modern Slavery (the Supplier  Sustainability Policy and the policies listed under Clause 3.2(b)(i) to (iv) together, the “Mandatory Policies”).

3.3 	The Supplier, its suppliers and sub-contractors shall not in any way (a) engage in transactions with, or provide resources or support to armed groups, individuals and entities which are sanctioned, or individuals and organisations associated with terrorism, or otherwise be involved directly or indirectly in terrorism (b) be involved in the manufacture or sale of arms (c) have any business relations with governments for any war related purpose; or (d) transport the Goods/Services together with any military equipment.

3.4 The Supplier is taking reasonable steps (including but not limited to having in place adequate policies and procedures) to ensure it conducts its business (including its relationship with any contractor, employee, or other agent of the Supplier) in such a way as to comply with the Mandatory Policies, and shall upon request provide the Customer with information confirming its compliance.

3.5 The Supplier shall comply with all applicable sanctions, export control, embargo, or similar laws and regulations, including without limit those of the EU, the UK, the US and the UN ("Sanctions and Export Control Laws") and shall maintain policies and procedures designed to ensure continued compliance with the same. In particular, the Supplier will not make any funds or economic resources available, directly or indirectly, to or for the benefit of, any person or entity that is targeted by any Sanctions and Export Control Laws, and shall not do anything which would cause the Customer to be in breach of any Sanctions and Export Control Laws  (including but not limited to supplying items from country of origin which would mean that any conceivable supply or use of these items would be restricted under the Sanctions and Export Control Laws). The Supplier shall require all of its directors, officers, employees, affiliates, agents, suppliers and subcontractors to comply with this Condition. In particular, the Supplier shall obtain any licences, authorisations or permissions required under the Sanctions and Export Control Laws or other applicable laws that are required to export, import, supply, sell, transport, or broker any hardware, software, technology, support or assistance or service that is provided by or on behalf of the Supplier under this contract (including, but not limited to, obtaining any required export licences required for the export of goods by or on behalf of the Supplier to the Customer or its agents at the relevant delivery address), and shall further inform the Customer where any such hardware, software, technology, support or assistance or service provided is subject to controls or restrictions under the Sanctions and Export Control Laws and shall provide all relevant information that may be required by the Customer to apply for or obtain any further licences, authorisations or permissions.

3.6 In relation to Condition 3.5, the Supplier must ensure that it provides to the Customer the names and dates of birth of its key staff in order that the Customer can screen these names against sanctions lists, using the Customer’s third party screening provider.  Before providing the names to the Customer, the Supplier must ensure that all its key staff have been informed that their names will be provided to the Customer for screening using a third party provider, and, if necessary, the Supplier has sought their consent. The Supplier must ensure that it regularly checks its staff, suppliers and sub-contractors against sanctions lists and must immediately inform the Customer of any apparent correlation.

3.7 The Supplier shall notify the Customer as soon as it becomes aware of any breach, or suspected or attempted breach, of the Mandatory Policies or Condition 8 (Supplier’s Warranties), and shall inform the Customer of full details of any action taken in relation to the reported breach.

3.8 The Supplier shall cooperate with the Customer on any investigations into alleged breaches of the Mandatory Policies, including but not limited to inspection and access to documents and personnel related to the breach, suspected or attempted breach.

3.9 The Customer may provide training or materials to the Supplier on protecting children and vulnerable populations from sexual exploitation and abuse, and on anti-harassment, intimidation and bullying. The Supplier shall, at the Customer’s request, share any training or materials with any contractor, employee or other agent of the Supplier who will come into direct contact with the Customer’s personnel, beneficiaries or members of the vulnerable population, through the performance of the terms of this Contract.

3.10 The Supplier agrees to allow the Customer’s employees, agents, professional advisers or other duly authorised representatives to inspect and audit all the Supplier's books, documents, papers and records and other information, including information in electronic format, and including information regarding the Supplier’s current and former personnel and other relevant personal data held by the Supplier, for the purpose of verifying compliance with the requirements of Condition 3. The Supplier shall ensure that, it has informed each person whose personal data is being provided to/accessed by any person or entity pursuant to this clause, of the information shared and the purpose of sharing such data before providing/allowing access to the data and, where necessary, obtained such person’s consent.

4 Delivery / Performance

4.1 The Goods shall be delivered to, and the Services shall be performed at the address and on the date or within the period stated in the Agreement, and in either case during the Customer's usual business hours, except where otherwise agreed in the Agreement. Time shall be of the essence in respect of this Condition 4.1. 

4.2 Where the date of delivery of the Goods or of performance of Services is to be specified after issue of the Agreement, the Supplier shall give the Customer reasonable written notice of the specified date.

4.3 Delivery of the goods shall take place and title in the Goods will pass on the completion of the physical transfer of the goods from the Supplier or its agents to the Customer or its agents at the address specified in the Agreement.

4.4 Risk of damage to or loss of the Goods shall pass to the Customer in accordance with the relevant provisions of Incoterms 2010 identified in the Agreement, or, where Incoterms do not apply, risk in the Goods shall pass to the Customer on completion of delivery. 

4.5 The Customer shall not be deemed to have accepted any Goods or Services until the Customer has had reasonable time to inspect them following delivery and/or performance by the Supplier.

4.6 The Customer shall be entitled to reject any Goods delivered or Services supplied which are not in accordance with the Contract.  If any Goods or Services are so rejected, at the Customer’s option, the Supplier shall forthwith re-supply substitute Goods or Services which conform with the Contract.  Alternatively, the Customer may cancel the Contract and return any rejected Goods to the Supplier at the Supplier's risk and expense.  

5 Indemnity

The Supplier shall indemnify the Customer in full against all liability, loss, damages, costs and expenses (including legal expenses) awarded against or incurred or paid by the Customer as a result of or in connection with any act or omission of the Supplier or its employees, agents or sub-contractors in performing its obligations under this Contract, and any claims made against the Customer by third parties (including claims for death, personal injury or damage to property) arising out of, or in connection with, the supply of the Goods or Services. 

6 Price and Payment

6.1 Payment will be made as set out in the Agreement and the Customer shall be entitled to off-set against the price set out in the Agreement all sums owed to the Customer by the Supplier.

6.2  All invoices provided under this Contract must be accurate and complete including a correct purchase order number. Where any invoice provided under this Contract is rejected by the Customer on the grounds that the invoice is inaccurate or incomplete including if the purchase order number is inaccurate or missing, the Supplier shall re-submit a corrected invoice upon the Customer’s request. For the avoidance of doubt, correct invoices shall be payable within 45 days of receipt by the Customer.

7 Termination

7.1 The Customer may terminate the Contract in whole or in part at any time and for any reason whatsoever by giving the Supplier at least one month’s written notice.

7.2 The Customer may terminate the Contract with immediate effect by giving written notice to the Supplier and claim any losses (including all associated costs, liabilities and expenses including legal costs) back from the Supplier at any time if:

a) the Supplier becomes insolvent, goes into liquidation, makes any voluntary arrangement with its creditors, or becomes subject to an administration order; or

b) the Supplier is in material breach of its obligations under the Contract or is in breach of its obligations and fails to remedy such breach within 14 days of written request from the Customer; or 

c) the Customer reasonably believes that the Supplier has breached (or if any of the Supplier's directors, officers, employees, affiliates, agents, suppliers and subcontractors) any Sanctions and Export Control Laws or has become directly or indirectly targeted under the same, or that continued performance of this Contract would otherwise be restricted by, or would put either party at risk of breaching, any Sanctions and Export Control Laws.

7.3 In the event of termination, all existing purchase orders must be completed.    

8 Supplier's Warranties

8.1 The Supplier warrants to the Customer that:

a) it has all necessary internal authorisations and all authorisations from all relevant third parties to enable it to supply the Goods and the Services without infringing any applicable law, regulation, code or practice or any third party’s rights;

b) the Supplier, and all of its directors, officers, employees, affiliates, agents, suppliers and subcontractors, are not themselves, and are not owned or controlled by any party that is, targeted by any Sanctions and Export Control Laws;

c) it will not and will procure that none of its employees will accept any commission, gift, inducement or other financial benefit from any supplier or potential supplier of the Customer;

d) the Services will be performed by appropriately qualified and trained personnel, with the best care, skill and diligence and to such high standard of quality as it is reasonable for the Customer to expect in all the circumstances; 

e) none of its directors or officers or any of its employees have any interest in any supplier or potential supplier of the Customer or is a party to, or are otherwise interested in, any transaction or arrangement with the Customer; and

f) information provided to the Customer are, and remain, complete and accurate in all material respects.

9 Force majeure

9.1 Neither party shall be liable for any failure or delay in performing its obligations under the Contract to the extent that such failure or delay is caused by an event that is beyond that party's reasonable control (a "Force Majeure Event") provided that the Supplier shall use best endeavours to cure such Force Majeure Event and resume performance under the Contract.

9.2 If any events or circumstances prevent the Supplier from carrying out its obligations under the Contract for a continuous period of more than 14 days, the Customer may terminate the Contract immediately by giving written notice to the Supplier. 

10 General

10.1 The Supplier shall not use the Customer’s name, branding or logo other than in accordance with the Customer's written instructions or authorisation.

10.2 The Supplier may not assign, transfer, charge, subcontract, novate or deal in any other manner with any or all of its rights or obligations under the Contract without the Customer’s prior written consent.

10.3 Any notice under or in connection with the Contract shall be given in writing to the address specified in the Order or to such other address as shall be notified from time to time.  For the purposes of this Condition, "writing" shall include e-mails and faxes. 

10.4 If any court or competent authority finds that any provision of the Contract (or part of any provision) is invalid, illegal or unenforceable, that provision or part-provision shall, to the extent required, be deemed to be deleted, and the validity and enforceability of the other provisions of the Contract shall not be affected.

Any variation to the Contract, including the introduction of any additional terms and conditions, shall only be binding when agreed in writing and signed by both parties. 

10.5 The Contract shall be governed by and construed in accordance with English law. The parties irrevocably submit to the exclusive jurisdiction of the courts of England and Wales to settle any dispute or claim arising out of or in connection with the Contract or its subject matter or formation. 

10.6 A person who is not a party to the Contract shall not have any rights under or in connection with it.

11 Personal Data

11.1 In addition to its obligations of confidentiality, the Supplier, as the entity or person which processes personal data on behalf of the controller (the "Processor"), shall ensure that in relation to any information relating to an identified or an identifiable individual (data subject) as more particularly defined by operation of any applicable data protection legislation ("Personal Data");

(a) it shall process such Personal Data only in accordance with the written instructions of the Customer (as the entity or person which determines the purposes and means of the processing of personal data, the "Controller") and only to the extent necessary for the purposes set out in this Contract; 

(b) such Personal Data is processed and transferred in accordance with the applicable data protection laws, regulatory guidelines and industry standards;

(c) the Supplier has in place appropriate technical and organisational measures to protect the Personal Data against accidental or unlawful destruction or accidental loss, alteration, unauthorised disclosure or access, and which provide a level of security appropriate to the risk represented by the processing and the nature of the data to be protected; and

(d) the Supplier has in place procedures so that any third party it authorises to have access to the Personal Data shall respect and maintain the confidentiality and security of such Personal Data.  Any person acting under the authority of the Supplier shall be obliged to process the Personal Data only on the instructions of the Supplier; and

(e) the Supplier shall promptly comply with any request from the Customer requiring the Supplier to amend, transfer or delete such Personal Data.

11.2 Where the Supplier engages a third party contractor to process the Personal Data on its behalf, it shall do so only with the consent of SCI and by way of a written agreement with the third party contractor which imposes the same obligations on the contractor in relation to the security of the processing as are imposed on it under the terms of the Agreement and the applicable data protection laws. 

11.3 The Supplier shall notify the Customer within 5 business days of it receiving a request for access or other request, complaint, notification or communication in relation to such Personal Data from a person or entity other than the Customer (including a request from a governmental or regulatory authority) and shall provide the Customer with full co-operation and assistance in relation to any such request, complaint, notice or communication.

11.4 The Supplier shall notify the Customer immediately if it becomes aware of any unauthorised or unlawful processing, loss of, damage to or destruction of such Personal Data and shall provide the Customer with full co-operation and assistance in relation to responding to and rectifying such incident.

11.5 The Customer may, on giving at least 7 days' notice, inspect or appoint representatives to inspect all facilities, equipment, documents and electronic data of relating to the processing of Personal Data by the Supplier.

11.6 The Supplier shall not export the Personal Data outside the country in which the Customer is located. 

11.7 If regulatory or legislative rules, provisions become applicable, or Case law and Guidance become available, such that the protection afforded Personal Data under this Contract is not sufficient, the Parties shall amend the Contract as necessary to comply with all applicable laws, rules, regulations or other requirements of regulatory authorities, as amended from time to time ("Applicable Laws"). 
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SCHEDULE

SAVE THE CHILDREN SUPPLIER SUSTAINABILITY POLICY

PART 1 - INTRODUCTION



SAVE THE CHILDREN’S VALUES: Save the Children’s vision is a “world in which every child attains the right to survival, protection, development and participation”. Our values are creativity, accountability, integrity, collaboration and ambition. These serve as overarching values to which suppliers of goods and services to Save the Children are expected to adhere.



REFERENCE: International Standards, Conventions and Principles such as the UN Declaration on Human Rights and other core Human Rights Treaties, including the UN Convention on the Rights of the Child and the International Labour Standards on Child Labour & Forced Labour (namely 138 and 182) are the foundations on which much of this Policy is based. Therefore, it is Save the Children’s expectation that any supplier will adhere to these principles.



INTERPRETATION: The Global Compact[footnoteRef:2] (“Compact”) is a voluntary corporate citizenship community that sets the universal social and environmental principles, to meet the challenges of globalisation (a key foundation for the Compact is the Guiding Principles on Business and Human Rights). Save the Children encourages all suppliers to participate in the Compact. This policy addresses the issues included in the Compact in the areas of human rights, labour, environment and anti-corruption, and interpretation of this Policy should be undertaken in a manner consistent with the Compact.  [2:   https://www.unglobalcompact.org/what-is-gc ] 






PART 2 - SCOPE OF APPLICATION



· The provisions of this Policy set forth Save the Children’s expectations for suppliers that are registered with Save the Children, or with whom it does business.

· Save the Children expects that these standards apply to, and will be communicated to, suppliers’ employees, parent, subsidiary and / or affiliate entities, subcontractors, and their own suppliers. 

· Suppliers will be required to sign a declaration of compliance in all bid submissions and supply contracts. Save the Children's aim is to guide its suppliers over the long term to meet these standards. Those who will not be able to demonstrate their goodwill, may see their supply relationship called into question.



PART 3 - CONTINUOUS IMPROVEMENT



· The provisions set forth in this Policy provide the minimum standards expected of suppliers. 

· In addition, Save the Children expects suppliers to strive to exceed international and industry best practices and to ensure that their own suppliers and subcontractors aim to do the same. 

· Save the Children recognises that reaching some of the standards established in this Policy is a dynamic rather than a static process and encourages suppliers to continually improve their operations accordingly. 











PART 4 - MANAGEMENT, MONITORING AND EVALUATION



· Suppliers are required, as a minimum, to comply with compulsory standards in this Policy (“must” provisions), and to set clear goals and work-plans to achieve the other standards (“should” provisions).

· This may require active monitoring of its own operations through establishing appropriate management systems to track progress and compliance.



PART 5 – KEY PRINCIPLES AND SUPPLIER STANDARDS 



· Suppliers must follow all local and international laws at all times. Where the standards of this Policy exceed any laws / regulations, the Supplier is expected to strive to adhere to these higher standards in addition to the relevant laws.

· If you become aware of any instances where the requirements of this Policy are not being met (e.g. safeguarding breach, fraudulent behaviour) please notify Save the Children immediately (contact details in Part 6).

· For further information on each of the Supplier Standards below, please refer to these Mandatory Supplier Policies:

· Human Trafficking & Modern Slavery Policy

· Protection from Sexual Exploitation & Abuse Policy

· Anti-Harassment, Intimidation & Bullying Policy

· Fraud, Bribery & Corruption Policy & Procedure

· Child Safeguarding Policy

1 - KEY PRINCIPLES



		1.1

1.2

		Obey all applicable international and local laws, legislation, and regulations

Elevate Social, Economic and Environmental Sustainability to the core of your decision making and ways of working

		All Standards



		1.3

		Promote diversity, inclusion, and equality in ways of working, decision-making and treatment of staff

		Standard 2 - Labour



		1.4

		Employ staff of an appropriate age

		



		1.5

		Pay all staff fairly and reasonably

		



		1.6

		Employ staff on a voluntary basis, with freely agreed documented terms of employment

		



		1.7

1.8 

		Be a responsible employer, treat staff fairly and protect their health and safety

Ensure that workers and employees have a voice and are given the freedom of association 

		



		1.9

		Grant staff the rights afforded under national and international Human Rights acts

		Standard 3 – Human Rights



		1.10

		Ensure all staff are treated with dignity and respect

		



		1.11

		Minimise environmental impact (including waste, energy, emissions and water) as much as possible

		Standard 4 - Environment



		1.12

		Adhere to the highest standards of moral and ethical conduct

		Standard 5 – Ethical Conduct



		1.13

		Adopt a zero-tolerance approach towards fraud, bribery and corruption

		



		1.14

		Adopt a zero-tolerance policy towards any form of abuse, harmful practices, and behaviour being committed against children and adults, and take all available measures to prevent all forms of these

		Standard 6 – Safeguarding





		1.15

		Act against all allegations and reports of exploitation, abuse, harassment, and any other form of misconduct 

		



		1.16

		Do not engage in any form of discrimination, maltreatment, abuse, or poor safeguarding practices irrespective of a person’s socio-economic status, gender, age, disability, ethnic and tribal identity, faith or religious affiliation, and/or sexual orientation (Applies to during and out of working hours)

		



		1.17

		Protect and promote the land rights of communities, including indigenous people

		Standard  7 – Community 









[bookmark: Section1Labour]SUPPLIER STANDARD 2 - LABOUR

2.1 MINIMUM WORKING AGE

2.1.1 [bookmark: _Hlk112082841]Must adopt the highest applicable standard for working age based on the ILO Conventions and the laws of the country(s) where the contract is implemented (i.e. whichever age is the highest). 



2.2 FORCED / COMPULSORY LABOUR 

2.2.1 Must prohibit forced or compulsory labour / modern slavery in all forms.



2.3 MODERN SLAVERY AND HUMAN TRAFFICKING

2.3.1 Must not participate in, or support, Human Trafficking or Modern Slavery.

2.3.2 Must not subject any people to exploitative or harmful labour.



2.4 CHILD LABOUR[footnoteRef:3]  [3:  According to the ILO, Child Labour refers to work that deprives children of their childhood, their potential and their dignity. Child Labour also refers to work that is harmful to their physical and/or mental development.] 


2.4.1 Must ensure that work opportunities provided to children of working age are decent.

2.4.2 Must not employ persons under the age of 18 for work that is likely to harm their health, safety, or morals. 

2.4.3 Should work towards the effective elimination of child labour through your and your suppliers’ supply chains including identifying and supporting children and families where children are at risk of child labour, through a do no harm approach and through taking the best interest of the child into account.



2.5 DISCRIMINATION 

2.5.1 Must not discriminate (in employment, pay, recruitment or any other processes) based on characteristics such as race, age, gender, religion, sexuality, disability, civil partnership or marriage, pregnancy, maternity etc.



2.6 HARASSMENT, INTIMIDATION AND BULLYING

2.6.1 Must ensure no staff are subject to harassment (sexual, verbal, physical, mental or visual), coercive behaviour, intimidation or bullying. This also includes behaviour directed towards Save the Children staff.

2.6.2 Must ensure zero-tolerance towards any action that violates a person’s dignity, or creates an intimidating, hostile, degrading, humiliating or offensive environment.







2.7 WAGES AND WORKING HOURS 

2.7.1 Must ensure workers are provided with a fair living wage[footnoteRef:4]. [4:  A fair living wage is a total compensation package that meets, or exceeds, the legal minimum standards or the prevailing industry standards, whichever is higher. This will include:
- Wages: paid in full and directly to the staff concerned, at regular intervals no longer than one month
- Other benefits: including and not limited to, paid leave, parental leave, social protection, sick pay, overtime pay etc.] 


2.7.2 Must not make deductions from wages other than those permitted under conditions as prescribed by the applicable law, regulations, or collective agreement. The supplier should inform concerned workers of such deductions.

2.7.3 Should ensure workers are not required to work more than the regular and overtime hours allowed by the laws of the country where the workers are employed. 

2.7.4 Should use employment contracts for all staff to provide security.

2.7.5 Should ensure your suppliers and subcontractors are paid fairly and on time as committed.



2.8 HEALTH AND SAFETY 

2.8.1 Must ensure all applicable Occupational Health and Safety laws are adhered to.

2.8.2 Must ensure all workplaces, machinery, equipment, and processes are safe and without risk to health.

2.8.3 Must ensure adequate hygiene, health and safety measures are in place, and necessary and adequate protective clothing and equipment are provided to prevent the risk of accidents or of adverse effects on health. 

 

[bookmark: Section2HumanRights]SUPPLIER STANDARD 3 – HUMAN RIGHTS

3.1 HUMAN RIGHTS

3.1.1 Must not be complicit in any Human Rights abuses or violations.

3.1.2 Must ensure all staff are treated with dignity and respect, irrespective of their socio-economic status, gender, age, disability, ethnic and tribal identity, faith, or religious affiliation, and/or sexual orientation, and demonstrate the same values to the people they meet in relation to their employment.





[bookmark: Section3Environment]SUPPLIER STANDARD 4 - ENVIRONMENT

Suppliers should reduce their negative environmental impact by adhering to the following standards[footnoteRef:5] :  [5:  When this is not practical/possible, set a plan/ambition to achieve these standards in the future] 




4.1     ENVIRONMENTAL 

4.1.1 Must, at all times, comply with existing environmental legislation and regulations.



4.2 IMPACT

4.2.1 Should develop environmental impact goals and implement an environmental policy, and where possible, include your own supplier’s / supply chains in the goals.

4.2.2 Should measure and reduce, where possible, the negative environmental impact of your organisation and operations (e.g. biodiversity conservation, waste production, emissions, water usage etc.).





4.3 WASTE

4.3.1 Should adopt a work culture and business practices that endeavour to reduce waste throughout the lifecycle of your products and operations (this includes procurement, production / manufacturing, packaging, and transportation).

4.3.2 Should avoid using materials that are dependent on finite resources, instead use materials of sustainable origin.

4.3.3 Should review processes, operations and supply chains to maximise efficiency and reduce waste (including standardisation, sustainable practices, re-use of materials, recycling of waste, and disposal practices).



4.4 ENERGY AND EMISSIONS

4.4.1 Should adopt a work culture and practices that reduce emissions (e.g. CO2, N2O, Hydrocarbons etc.) in the lifecycle of your products and operations.

4.4.2 Should have a clear understanding of your carbon footprint and a plan to reduce it.

4.4.3 Should use alternative / green energy sources (e.g. solar power).



4.5 WATER 

4.5.1 Should minimise water usage / wastage and adopt water-saving technologies where possible.

 

[bookmark: Section4EthicalConduct]SUPPLIER STANDARD 5 – ETHICAL CONDUCT

5.1 CORRUPTION

5.1.1 Must not act in a dishonest manner or engage in any form of corrupt practices, including but not limited to extortion, fraud, tax evasion, money laundering and bribery.

5.1.2 Must not attempt to improperly influence any Save the Children procurement process.



5.2 CONFLICT OF INTERESTS (incl. Post-Employment Restrictions)

5.2.1 Must disclose any actual, perceived, or potential Conflict of Interests. This may include a Save the Children employee / agent / member of their immediate family (or an organisation that employs any of this family), having any kind of interest or economic ties with a supplier.

5.2.2 Must notify Save the Children if employment is given to any ex Save the Children staff members within 12 months of them ending their employment with Save the Children.



5.3 GIFTS AND HOSPITALITY

5.3.1 Must not provide, or attempt to provide, any type of gift, hospitality, holidays, goods / services, or other items of value to a Save the Children employee[footnoteRef:6].   [6:  Save the Children employees do not accept any type of gift or any offer of hospitality.] 




5. SANCTIONS, AID DIVERSION AND EXPORT CONTROLS 

4. Must comply with applicable sanctions and export controls (so must not make funds or resources available to or for the benefit of any person / entity subject to restrictions), and obtain any necessary licenses.

4. Must provide to Save the Children the names and dates of birth of key staff, to enable vetting.

 

[bookmark: Section5ChildSafeguarding]SUPPLIER STANDARD 6 - SAFEGUARDING 

6.1 CHILD[footnoteRef:7] AND ADULT SAFEGUARDING [7:  Child abuse consists of any act, or omission, which directly or indirectly harms children (any person under the age of 18 years old) or damages their prospect of a safe and healthy development into adulthood.] 


6.1.1 Must comply with all relevant laws and regulations including ‘United Nations Convention on the Rights of the Child’, ‘International Labour Standards on Child Labour & Forced Labour’ etc. 

6.1.2 Must complete vetting / background checks on all perspective staff (permanent / temporary / casual) during recruitment.

6.1.3 Should ensure staff are aware of the Safeguarding Policy[footnoteRef:8] and participate in Safeguarding trainings provided by Save the Children when offered. [8:  Child Safeguarding Policy
] 


6.1.4 Must create and maintain a safe and inclusive environment, free from any form of discrimination, exploitation, abuse, harassment, intimidation, and bullying.



6.2 EXPLOITATION, ABUSE AND HARM 

6.2.1 Must ensure no staff is left alone with a child in the course of them delivering goods / services to Save the Children.

6.2.2 Must ensure that no one shall be subjected to behaviour that has the purpose or effect of violating their dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment.

6.2.3 Must note that sexual activity with persons under the age of 18 is prohibited, regardless of the local age of minority / consent. Mistaken belief in the age of a person is not considered a defence.

6.2.4 Must not physically, sexually or emotionally harm, or threaten to harm any child or adult.

6.2.5 Must not engage in physical abuse, sexual abuse or harmful behaviour towards anyone.

6.2.6 Must not engage in any form of coercive behaviour including physical and / or humiliating punishment. 

6.2.7 Must not exchange money, employment or other items or promises of value for any sexual activity that is exploitative.

6.2.8 Must ensure adequate provisions (e.g. Health and Safety) are in place when carrying out works / services where children and adults may be at risk. 



[bookmark: Section6CommunityImpact]SUPPLIER STANDARD 7 – COMMUNITY IMPACT

7.1 COMMUNITY STRENGTHENING AND LIVELIHOODS

7.1.1 Should act in a way that positively impacts local communities, improves their livelihoods and uplifts the local economy.

7.1.2 Should, where possible, proactively engage and employ locally based suppliers.

7.1.3 Should, where possible, procure goods / materials that are sourced and manufactured locally.

7.1.4 Should, where possible, employ staff from local communities.

7.1.5 Should proactively strengthen local suppliers through technical / operational / management training or support. 

7.1.6 Should respect the rights and title to property / land of the individual, indigenous people and local communities. All negotiations regarding their property or land must adhere to the principles of free, prior and informed consent, contract transparency and disclosure.



7.2 INDIGENOUS PEOPLE

7.2.1 Should respect the rights, cultures, and beliefs of indigenous people, and treat them in a culturally appropriate manner.

7.2.2 Should avoid activity that may have an adverse impact on the indigenous population.







7.3 CULTURAL HERITAGE 

7.3.1 Should recognise and respect the importance of physical and non-physical cultural heritage in the community.



[bookmark: Part4][bookmark: Part6]PART 6 – WHISTLEBLOWING / CONTACT US



· Save the Children commits to fair and transparent processes. Concerns should be submitted using the email addresses listed below. All issues will be reviewed and investigated discretely and appropriately.



· Safeguarding: safeguarding@savethechildren.org           

· Whistleblowing:  whistleblowing@savethechildren.org 

· Fraud: scifraud@savethechildren.org         

· Procurement Process / General: procurement@savethechildren.org
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