TERMS OF REFFERENCE (TOR)
FOR BIDDING OF JANITORIAL SERVICES
NOVALICHES DISTRICT HOSPITAL
(Phase | & Phase Il Building) Year 2022

1.0 RATIONALE AND BACKGROUND

The Quezon Cily Gavernmant, undar tha presant administration, seeks 1o acquina
affactive and eflicient janiorial sarvices for the purpese af maintaining the cleaniness
and sanitary condition of the Movaliches District Hoespital,

I view aof the mandated funcbons of administeding cleanliness, sanitation and
beautification af the Novaliches District Hospitad grounds, the hiring of private janitonal
sarvices deemed imperalive to ensure the ceanlinass of its warking place and 1o collect
and contain hazardous elemants thet may surround the buildings in accordance with the
hizepital vision of a quality hospital.,

£.0 DEFINITION OF TERMS

The follcreving worss, expression and abbreviations shall havea tha meaning henaby
gssigned o them, axcapt whare the conbext requines othensisa,

1. CONTRACTOR - the individual, firm, padnership, corporation, which underakes
ihe conbract of work harain described.

2. CUENT = refars io the City Gavemrmen

3. JANITORITRESS- rafars to ihe janitarial agency parsonnel task o mainlain
cleanliness and sanitation of the janitorial site.

4. JANITORIAL SITE - means buildings, pramises, compound and offices of the City
Gowarmiment.

% DETAILED WORK PLAN - refars to the description of the activilies and strategies
by be undertaken in accomplshing the Project objectives and scope of
worksarvices, The detalled work plan must demonstrate unequivocslly the
capabiity af the Contractor 1o undertake salistactorily the Projact,

8. CITY GOVERNMENMT — rafars to the Quezon City Government raprasanted by its
Cily Mayor or his represanistive.

7. CONTRACT — means an agreement made between tha Quazon City Govemment
and the janitorial agency for the execution of and payment for the work as defined
in the Contract documents.

B. RESERVED JANITORIAL PERSONNEL — refers 1o the twenty parcent (20%) of

the total janitorial persannel that are readly available for posting al any given time
in cases of emergency without additional cost 1o the City Gavarmment,
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3.0 PROJECT DESCRIPTION

The project, subject of this Terms of Reference (TOR), involves basically the undertaking
and maintaining ceanliness, sanitary condition of tha hoapital bullding and pramisas.

4.0 PROJECT OBJECTIVES

Tha project primary objective is o ensure a clean and saniized envircnment free
from any garbage. dint, hazardous elements and unplassant odor.

5.0 PROJECT SCOPE OF WORK

The zcope af Waork under this project sims to ensure altainment of the Project
Objectives . The Tollowing ane the minimum activities to be undertaken to pursue the aim

Cleaning and saniizing of the following areas:

“FECRrARED

[Phase | & Phase || Building)
Hospital wards (OB, Pedia, Surgary & Medicine)
Cormbort reams
Lobbies
Hallways [/ carridors
Slaireys
Roof decks
Fire oxilts
Grou s
Operating room, Racovery roam, NICU, Laboratary, Phamacy, Medical
Records, Dietary & Radology
Cut-patiend room
Emergency ropm

The senicas to be rendered by the applicant shall essentially conssst of providing
all labor, equipment, tocks, supplies and ceaning materials necessary for the parformance
of janitarial, maintanance for Novaliches District Hospital,

E.0 AREA OF COVERAGE | SERVICE AREAS (Phase | & Phase Il Building)

1. Howvaliches District Hospitasl

- NN

Firsl flear {E.R., Accounting, Cashier & Social Welfare Assistance)
Secand Noor (OB Wards/Dfferant wards)

Thied flaar (Different wards)

Fourth flear (Different offices)

OFD (Ous-Patient Departmant)

X-Ray & Rehab, Pharmacy, Dietary, Medical Record & Property)
Parking space, lobby, drive way, entrance & exil, (phase | busiding),

Roaf Deck 47 fioor (Phase | & Phasa ).
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.0 MANPOWER REQUIREMENTS

The Contractor shall provide apgropriste number of janitorial personnal senicas,
in maintaining the cleanliness and sanilation of Novaliches Déstrict Hospital end grounds,
[ this may vary depanding upon the Conbractar ! applicants option to increass | decragse
e janitorial deployment), Provision of 209 ebow room for additional manpower as
raquired by the client for & pariod of tan (10) days in a month without cost.

1. Nowaliches District Hospied [Phase | & Phase 1)

8.0 PROJECT IMPLEMENTORS

The Movaliches Distnct Hospilal is the Office mandated under Articlas Twenty,
Seclion 430, Tite V, Chapter Il of the Local Government Code of 1881 (RA No. 7160}
which provides that the Movaliches District Hospital shall “maintain and supervise
janiterial, landscaping and sacurity of government public building and other real propesty,
whedher ownad or leasad by the local government unit®,

9.0 PROJECT STANDARD & REQUIREMENTS

To ensure accomplishment of the Project objectives, the following ame minirmum
perfarmance requiremsants:

Keep dasignated Services Areas clean twanty four (24) hours a day seven {7)
days a weak during the Project duration
"':hll'l" MEsns —
a) Absence of garbage, litter, wasie or simiar materkals from the building and its
sumounding
by Fraa from unpleasant and hazardous odor or material
c} Polished Noors, stairvays and other fixtures of the buildings.

dy Absence of dust. dity marking on floors, walls, glass windows, odors and any
fixtures of the buidings.

Minimum Requirements for the Janitorial Agency

Track Raecord

1. The agency should have at leasi three (3) years actual expenance in janilorial
services within the last five years in the Philppines

Cirganization

1. Tha Contracior should submi its datailad organization chan which should indicate
an eatablished Organizational Struciure o show Bs capabiity 1o undertake the
Project. deary identified lines of authorty and responsibilty and the speciic
division dedicaled to sach of the needed service which is manned by full-time
amployes.

2. The Contracior shall axerclee Fair Labor Praclice: hence, the salanes of all his
personnel must be in sccordance with ihe rabes/policies prescribed by the
Deparimant of Labor and Emgloyment (DOLE) and all applicable labor laws, Thus,
all parsonnel must also be provided socal secunty and mandated benafits.

3. To abide with the reguiremments of the ciend in eccordance with ressaonable
standards of perlonmance,
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1. A Contractor shall submil cerlificate of employment or job contract of all thair

employees and Certificate of Underaking that all personnel have undergone and
cantinue to undarga regular and pariodic trainings and orientations on efficlent and
effactive janitorial services to continuously imprave the performance of their duties
and rasponsibilities. Employess must alss undergo basic arientation on work
ethics,

- Al personnel muet be provided with identification cards, uniforms, protactive gears
(if applicaba)

- The Confractor ghall at all times, during the tarms of the Caondract, maintain in s
employ the following required personnal with the approprate qualifications to
ensurg that the sarvices is being carmied out propery and efficiently in the Senvica
- All personnal must be provided with Personal Pralective Equipment (FPEL

. One occupalional safety and haalth officar ko overses the safaty In workplace and
compliance 1o basic health protocol (DOLE accredited occupational safely and
health training)

- All parsonnel (Janitor / Janitress) must be fully vaccnated.

Arga:

PEH-IWH’E_ REMARKS

1. Jdenitontress 235 persons, Thrae (3) shifling {24hrs)
6:00m-2:00pm, 2:00pm-10:00pm
10:00pm-&:0dam

“HMONDAY TO SUNDAY)*

WORK AREAS (Phase | & Phass Il Building)

SUPERVISOR weraases (1) parson

QPD, Ground Area, Parking Area ——— (3] persons

1 fiooer e (B) persons

Z OO —weee - [ B) persons

FH84Mear | roof deck (5} persons
Total parseng ————s—=Twanty Five (25)

10.0 PROJECT IMPLEMENTATION

The Praject is to be implemenied under a Fixed Price Contract where for a

definile price and in accordance 1o the stated project standards and requirements, the
contractor is expectad to undertake the Project Scope of Work or Services,

A Detailed Work Plan (covering the Service Area) shall be drawn up and

submitied by the Contractor &5 part of its Bid. This Detadled Work Plan should contain a
sascription of the activities and strategies to be underaken in accomplishing the Project
objeclives and scope of workisarvices. The provisions included in this TOR are minimum
requiremnents; hence, the Contraclor is no precluded from Impraving therean, In essenca,
the: detailed work plan must demaonsirate unequivecally the capability of the Contractor b
underiake satisfactarily the Projact.
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The conlents and altachments of the Detalled Work Plan should include the
Toliowirsg !

8} Scope of services o be renderad in the Sarvice Ama

b} Orgarzation Chart showing the organizetional siructure with the specific
division(s) dedicated to each of tha sarvices included in the Projec

€] Personngl Scheduls indcabing the numiber of personnel and their qualifications
(education attainmeant, training and experience)

d} Equipment, tools and claning materals, Lisl and descriplion {specification,
type and use) of cleaning aqupmentmaledal per service area

Az 8 general rule, the Contractor should ba able o show documentary proof, where
apphcable, 1o establish his legal, technicel and financial capabilties.

Duties and Responsibilities

1. The Contracior shall assist in the physical arrangemeant of City Govermment
sponsored and agproved aclivilies within and outside the Nowsliches District
Hospial Compound.

2. The Contracior shell provide adeguale and responsible supendsion over [is
parsonnal and shall essume full responsibility or their proper and affickent
parformanca.

4. Provide manpowar gssistance in olber agency installation within and outside
the Mowaliches District Hospilal compound a5 may ba authorized by the City
Governiment

4. The Contracter shall be solely and exclusively responsible for any act of
Comimession of all is personnel during thedr assigned duty.

3. The dzcipline and administration of the janiors shell condorm Lo existing laws
and implkemeanting rules and regulations.

B. The Conlracior shall assume full responsibilty for oocurrances arising from the
neghigence, fault, misdemaanowr, or untawful act of its personnel and hereby
agres o indemnify any koss, damage, destruction or injury thal maybe accurred
ar suffered by CLIENT.

7. The Contractor shall guarentese absolule, non-occurmence of any form of mass
action profest, mess leave, or sirike by ils janilors within the Client's premises

B, The Contractor shall provide ithe following lools & eguipment in the
implemantation of thair contract,
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NOVALICHES DISTRICT HOSPITAL {Phase | & Phase Il Building]

Equipments and Tools Quantity
. Wacuum clesner H.D. 2
. Pressure Water H.O, 1
. Aluminium Ledder 1
. Floar Polisher 4
. Floor Squeezer 4
. Water hose 2000 rmeters.
. Buggy H.DO. 14




11.0 PROJECT DURATION

Tha Project has twekse [12) months from signing of Contract durabian bo confarm
to the budgat tarm and allow far Project review and re-avaluabion.

Subject to salislactory performance as validatad and certified by NDH, under the
sama tarms and conditions as in thes Terms of Reference, the Bidding documents and
othar contract documeanls

12.0 BUDGET AND BASIS OF PAYMENT

Tha City Govemment has sed the Approved Budget Ceding (ABC) of EIGHT
MILLION NINE HUNDRED NINETY-FIVE THOUSAND THREE HUNDRED ELEVEN
PESOS AND EIGHTY-OME CENTAVOS only. (Php8,995,311.81) for tweke [12)
months. Fixed contract payable for twele months for @ minimum of Twenly Five (25)
janilorafiress. The said amount incledes supplies, tools, eguipment, service vehicle and
janitonal supervisars,

Payment shall be based on actual services randered by the Confracior, Sirict
manionng shall be made by Novaliches Destrict Hospital in order o ensure the efficient
perfomance of janitors. Penalties for vickations made by the janilors shall be deducied
from tha rmonthily billing.

The City Govemment shall pay the Contract based on the laber's actual
performance of the sendces under the contract and bid specifications taking into
considaretion the nurnber of personnel postad, the contract rale per manth and the
deducton for penallies committed, and othar changes, if any, for thal particular month, it
shall be within (45) days upon the submission of the fallowing documents, provided,
hoeasar, 1hal submitted docwmeants are chack by Client and found frae from armor or
rmigtakas. All payment shall ba subject to posts sudit by the COA,

1. Statement of Account (billing) — o be submitted by the janiicdal Agancy to the
Movabches Disinct Hospitad (NDH) baice a month (15" & 30 of the months) for
preparation of disbursameant vaucher,

2. Daily Time Record (DTR) - 1o be submitied duly signed by the |anlioniress,
janitarial Inspectars, Mesaliches District Hospital avthorized representativas.

3. Certification ! Summary of Expenses | Request of Allotment — o be prepared
by the NOH along with the voucher to be signed by Haospital Direcior.

4. Certificate of Acceptance - o ba prapared by the Properly and Supgply Secton
and o be signed by Hospital Director in accordanca to COA Circular 92-388

13.0 EFFICIENCY | PERFORMANCE STANDARDS

To ensure that the janitonal services will be effectively and efficiently served 1o the
City Gowernment's advantage, stricl maniodng and several measures ara prowided
hereundear,

1. Daily Activity Report = to be submittad by the Contrector janitorial inspectars e
the MOH.

2. Weskly Inspection Report — to be submifled by the Properly and Supply in-
charge to the Assistant Director for Administration.

3. Daily Janitorial Datail — o be submitted by the Properly and Supply in-charge
janitarial inspecior to Hospital personnel janilorial inspecior fo counter check
the: attendance of janioriress.

4, Reshuffling of janitors — the City Gavernment through CGSD reservas tha right
to rashuffie janitars periodically in order to avoid familiarization to Movaliches
District Hospital operations and employee
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&. Janitonal Evalustion and Peromriance - the janitorial performance evalueaton
af the Novalichas District Hospital will be required for future bidding of janiiceal
BErviceEs,

14.0 PENALTIES FOR VIOLATIONS

Disciplinary Actions — The City Gowernment thraugh the MDH resarves the right
io replace any fanitors that shall be found to be lacking in discigline, inefflicient or
for neghgence in the parformance of duly.

Hereurder are the Panalties for violations that shall be committed by the
CONTRACTOR ;

Light Offense — offense that pertain lo non-compliance fo the reqguiremants
and standards of the city on the perfomance and physical appesrance of the
employes daployed by the contractar during the conduct of sendica.

OFFENSE ] PEMALTY
'Mon-wearing of prascribed  undomm  and P 500 [ day
| idantification card by the contractors Employes _ .
Dirty or unsaniieny service disposal P 500/ day '
Impropar gerbage disposal P 500 ) dary
Loafing / abandoning of post P 500/ day

Grave Offense - offense that directly impade the salisfactory delivery of the
senice or scope of work according fo standards and requirements set farth in

thiz Terms of Refarance.
OFFENSE PEMALTY
Lack of manpower requined P 1,000 § day
Failure io provide all the requinad P 1,003 f day
Supgplies & Equipment
Non-compliance 1o austing P 1,000 / day
Housekesping rules |

15.0 SUSPENSION, CANCELLATION OR TERMINATION OF CONTRACT

The CLIENT may, without prejudice 1o other remedies againat the CONTRACTOR,
axtra judicially suspend, cancel, or terminate this CONTRACT after a thirly (30) day
notice, In whole and in par, due to default, insalvency, or for justiiable cause, or any

ground which it deems inimical fo the CLIENT'S or public’s interest, which includes bud is
not imited 1o the following:

a, When the CONTRACTOR's employee wilfilly and intentionally or through
naglgence causes the death of or has inflcied senous physical injury on any
person ar nay emgloyeas, visitors end official of the CUENT premises while on
afficial duty,

b. When the CONTRATOR's employes wilfully and intenfionally or through
negligence causad Imaparable darmage fo the prestige or any intarest of the
CLIENT, great destruction of CLIENT's properties and eguipment dus 1o non-
performance of hig dulies and responsibiitias
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c. Whan tha CONTRACTOR has viclated othar obligations reguired under his
contract and rafusad o comply and’ or remady the violations within reasonakbis
period given by tha CLIENT.

d. When the CONTRACTOR fals 1o pay the salaries of emplyees faor
consacutiva bllling penods without just cause,

e, When CLIENT finde the CONTRACTOR to have falled in their abligation ko any
of &5 employees base on the CONTRACTORS contract with the CLIENT, thus,
affecting the state of morale and efficiency of the antire Torce.

[. When the CONTRACTOR degreased the number of employees without the
written approval of the CLIENT.

g. Failure to post the prescribed perdormance bond within len (10} days afler the
recept of Notice of Awards,

h. In case of force mageurs, the CONTRACTOR is umable to deliver or parfomm
any of all of ils obligators for @ perod of thiny (30) calendar days after recespt
of the notice Trom the CLIENT stating that the crcumstance of force majaura |s
daamed 10 have ceasad:

18.1 Tha CLIENT may terminate this CONTRACT, in whole and in part, o anytime
for its convenlence of the CLIENT, if it has datarmined the exislence or condiions
that meke Progect mplementation economically, financially, or technically
impractical andier unnecessary, such ag, bul not limited o fortuitous avent(s) or
changes in law and national govemment policies.

16.0 ASSIGNMENT / PROHIBITION AGAINST SUB-CONTRACTING

Thig confract or any portion thereal shall nal be assigned transferad or caded 1o
any other or parlies without the written cansent of the dient. The contractor is further
prohibited frem sub-contracting any abligation in this contract to any other party.

17.0 DAMAGES TO PERSONS AND PROPERTY

The Contractor shall indemnify the city Govarnmant against all loses and daims
far injuries or damages 1o any person or proparty, whatsoaver which may arse or in
consequence of the performance of this contract and against all claims, demands,
praceeding, damages, cosl, charges and expensas whatsoaver in respect of this conbract
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18.0 DELAY AND EXTENSION OF TIME

Unless extracrdinary events or conditions set forth i the following paraegraph
supenveng, the contract tme stipulated for the supply, delivery and installgtion of the
commaodities shall not be extended.

In case of delay due to force majeure or caused beyond the control of the
Contractor may submit a request for extension of time providad the same is made before
The contract exgpires and provided further that the effectivaly of the parfarmance bond shall
be coerespondingly extanded if the contract time is extendad.

Prepared by :
ALAN M. BIR

in-Charge Propeity & Supply Section

Approved by ; Conforme:

Luﬁﬁumm 5. KWONG, MD

Officer In Charge, NDH  General Manager
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