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Part 1:  INTRODUCTION 

1.1 About the Pacific Community (SPC) 

The Pacific Community (SPC) is the principal scientific and technical organisation of the Pacific region, 
established by treaty in 1947 with the signing of the Agreement Establishing the South Pacific Commission (the 
Canberra Agreement).   

Our unique organisation covers more than 20 sectors and is renowned for knowledge and innovation in such 
areas as fisheries science, public health surveillance, geoscience and conservation of plant genetic resources 
for food security. 

For more information about SPC and the work that we do, please visit our website:  https://www.spc.int/. 

1.2 SPC’s procurement activities  

SPC’s procurement activities are guided by the principles of high ethical standards, value for money, open 
competition and social and environmental responsibility and are carried out under our Procurement Policy. 

For further information or enquiries about SPC’s procurement activities, please visit the procurement pages 
on our website:  https://www.spc.int/procurement or email: procurement@spc.int 

1.3 SPC’s Request for Quotation (RFQ) Process 

At SPC, procurement valued at more than EUR 2,000 and less than or equal to EUR 45,000 requires an 
evaluation of at least three quotations to determine the offer that provides the best value for money through 
a Request for Quotation (RFQ) process. 

This RFQ sets out SPC’s requirements for a project and it asks you, as a bidder, to respond in writing in a 
prescribed format with pricing and other required information. 

Your participation confirms your acceptance of SPC’s conditions of participation in the RFQ process. 

 

Part 2: INSTRUCTIONS TO BIDDERS 

2.1 Background 

SPC invites you to submit a quotation to deliver the services as specified in Part 3.  

SPC has compiled these instructions to guide prospective bidders and to ensure that all bidders are given equal 
and fair consideration.  Please read the instructions carefully before submitting your bid. For your quotation 
to be considered, it is important that you provide all the prescribed information by the closing date and in the 
format specified. 

2.2 Submission Instructions 

You must submit your quotation and all supporting documents in English and as an attachment to an email 
sent to karenh@spc.int and with the subject line of your email as follows: Submission RFQ25-7910.The email 
should also be copied to rfq@spc.int.  

The supporting documents expected in this RFQ are: 

- The Conflict-of-Interest Declaration form completed 
- Annex 1 Technical proposal (including CV) 
- Annex 2 Financial proposal 

https://www.spc.int/
https://www.spc.int/procurement
mailto:procurement@spc.int
mailto:rfq@spc.int
https://purl.org/spc/digilib/doc/voist
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Your submission must be clear, concise and complete and should only include a quotation and information 
that is necessary to respond effectively to this RFQ. Please note that you may be marked down or excluded 
from the procurement exercise if your submission contains any ambiguities or lacks clarity.  

Bids will be evaluated on the basis of information received by  23h45 UTC+10 (Suva time) on 30/06/2025. 

2.3 Evaluation & Contract Award 

Each quotation validly received will be assessed against the evaluation criteria matrix set out in Part 4. Any 
changes in the evaluation criteria will result in the RFQ process being re-issued. 

SPC may award the contract once it has determined that a bidder has met the prescribed requirements and 
the bidder’s proposal has been determined to be substantially responsive to the RFQ documents, provide the 
best value for money (highest cumulative score) and best serve the interests of SPC. 

In the event of a bid being accepted, procurement will take place under SPC’s General Terms and Conditions 
of Contract and depending on the value or nature of the procurement, the award will be made by issuing a 
purchase order or a signed and dated contract, or both. 

2.4 Key Contacts  

Please contact SPC should you have any doubt as to what is required or if we can help answer any questions 
that you may have. 

Dr Karen Hammad, Nursing Adviser will be your primary point of contact for this RFQ and can be contacted at 
karenh@spc.int. You should copy any communications into rfq@spc.int. 

Details will be kept of any communications between SPC and bidders. This assists SPC to ensure transparency 
of the procurement process. While SPC prefers written communication in the RFQ process, at any point where 
there is phone call or other conversation, SPC expects to keep a file note of the exchange, with all forms of 
communication with prospective bidders to be retained as source documents for the procurement of the 
services. 

2.5 Key Dates  

Please see the proposed procurement timetable in the table below. This timetable is intended as a guide only 
and while SPC does not intend to depart from the timetable, it reserves the right to do so at any stage. 

STAGE DATE 

RFQ sent to potential vendors 16/06/2025 

RFQ Closing Date 30/06/2025 

 

2.6 Legal and compliance 

Confidentiality: Unless otherwise agreed by SPC in advance or where the contents of the RFQ are already in 
the public domain when shared with the bidder, bidders shall at all times treat the contents of the RFQ and 
any related documents as confidential. SPC will also treat the information it receives from the bidders as 
confidential.  

Conflict of interest: Bidders must take all necessary measures to prevent any situation of conflict of interest. 
You must notify SPC in writing as soon as possible of any situation that could constitute a conflict of interest 
during the RFQ process. If you have any familial connection with SPC staff, this must be declared, and approval 
will then be sought for you to engage in the RFQ process. In support of your response to this RFQ, you must 

https://purl.org/spc/digilib/doc/as9sy
https://purl.org/spc/digilib/doc/as9sy
mailto:rfq@spc.int
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submit to SPC the Conflict-of-Interest Declaration form available on our procurement page website: 
https://spc.int/procurement. 

Breach of this requirement can result in SPC terminating any contract with a successful bidder. 

Currency, validity, duties, taxes: Unless specifically otherwise requested, all proposals should be in the 
preferred currency of the bidder and must be net of any direct or indirect taxes and duties, and shall remain 
valid for 120 days  from the closing date. The successful bidder is bound by their proposal for a further 60 days 
following notification they are the preferred bidder so that the contract may be awarded. No price variation 
due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted at any 
time during this period.   

No offer of contract or invitation to contract:  This RFQ is not an offer to contract or an invitation by SPC to 
enter into a contract with you. 

Privacy:  The bidder is to comply with the requirements of applicable legislation and regulatory requirements 
in force for the use of personal data that is disclosed for the purposes of this RFQ. SPC will handle any personal 
information it receives under the RFQ in line with its Privacy Policy, and the Guidelines for handling personal 
information of bidders and grantees.  

Warranty, representation, assurance, undertaking:  The bidder acknowledges and agrees that no person has 
any authority to give any warranty, representation, assurance or undertaking on behalf of SPC in connection 
with any contract which may (or may not) follow on from this RFQ process. 

2.7 Complaints process 

Bidders that consider they were not treated fairly during any SPC procurement process may lodge a protest. 
The protest should be addressed to complaints@spc.int. The bidder must provide the following information: 
(1) full contact details; (2) details of the relevant procurement; (3) reasons for the protest, including how the 
alleged behaviour negatively impacted the bidder; (4) copies of any documents supporting grounds for 
protest; (5) the relief that is sought. 

  

https://purl.org/spc/digilib/doc/voist
https://spc.int/procurement
http://purl.org/spc/digilib/doc/fbire
http://purl.org/spc/digilib/doc/qiy7x
http://purl.org/spc/digilib/doc/qiy7x
mailto:complaints@spc.int
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RFQ 25-7910 

Part 3:  TERMS OF REFERENCE 

3.1 Background/context 

The Pacific Community (SPC) is the principal scientific and technical organisation in the Pacific region 

owned and governed by its 27 member countries and territories. Strengthening delivery of Nursing 

services and workforce capacity is a key element of SPC’s Public Health Division (PHD) through its Business 

Plan 2022 -2025.  

In collaboration with the Fiji Ministry of Health and Medical Services (MHMS) and the Australian National 

Centre for Immunization and Research Surveillance (NCIRS), SPC is seeking a suitably qualified person to 

assist in the coordination and conduct of a training needs assessment of immunization providers. 

 

 

3.2 Purpose, objectives, scope of services 

The purpose of this Terms of Reference is to support Fiji MHMS in the coordination and conduct of a 

training needs assessment of immunisation providers in Fiji. The training needs assessment will be 

conducted through online survey of health workers, interviews with key informants and focus groups with 

community health workers.  This will include but is not limited to: 

1. Working with Fiji MHMS and other key stakeholders to modify and shorten existing master tools 

for the Fijian context such as provider survey tool, interview and focus group guides 

2. Revising existing master study protocol for the Fiji context and other relevant communication 

materials associated with the conduct of the assessment 

3. Preparing and submit an ethics submission in Fiji (with support from SPC and NCIRS)  

4. Responding to ethics feedback and make revisions as necessary 

5. Identifying and collaborating with Fiji MHMS and other relevant key people to disseminate the 

survey electronically 

6. Working with key stakeholders to arrange and facilitate semi-structure interviews and focus 

groups including identifying and booking venues and catering 

7. Assisting in the planning of dissemination of results including through in-country meetings 

8. Reporting back to key stakeholders in a timely manner. 

9. Assisting with the follow-up and coordination of the project in Fiji 
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3.3 Timelines 

 

This consultancy will be carried out from 23 July to 31 December 2025. The contractor will be based at the 
Public Health Division, SPC, Narere Campus, Suva, Fiji. The project will be divided into different phases 
detailed below.  

Phase 1 (23rd July – 11th August 2025) 

• Activities: 
o Modify and shorten existing survey tools 
o Conduct cognitive interviews 
o Revise tools based on interviews 

 

• Deliverables: 
o Provide survey tool, semi structured interview guides and focus group discussion guides adapted 

to the country context in Fiji  
o Conduct 10 cognitive interviews and revision of survey tool following these if needed 

 
Phase 2 (11th August – 1st September) 

• Activities: 
o Revise study protocol, consent forms, participant information sheets, introductory and reminder 

emails, WhatsApp, Viber and Facebook posts for Fiji context and in line with institutional ethics 
committee requirements 

o Prepare and submit ethics application for Fiji. 
o Respond to feedback of ethics committee and make needed revisions. 

 

• Deliverables:  
o Completed ethics application with adapted tools and accompanying documents submitted 
o Approved ethics application for training needs assessment 

Phase 3 (1st September – 15th November) 

• Activities:  
o In conjunction with MHMS, SPC and NCIRS plan the conduct of the provider survey 
o Identify “seeds” i.e.  key people with networks of immunisation providers for dissemination of the 

survey. 
o Provide written information and verbal briefing on the survey dissemination and follow-up 

reminders to the seeds.  

Note : NCIRS will identify someone to build the survey form in a software application e.g. REDCap for 

dissemination and share the link with SPC 

o Disseminate survey tool to the seeds who will disseminate (via email, WhatsApp, Viber etc) and 
follow up with reminders after one week (TBC)  

o Contribute to write-up with NCIRS and MHMS 
o In conjunction with SPC and NCIRS and MHMS coordinate semi-structured interviews: 

- Arrange semi-structured interviews (around 10-15) 
- Agree on the key informants with MHMS and NCIRS 
- Contact key informants to request their involvement 
- Agree on interview schedule 
- Arrange time and mode of communication e.g. Zoom in consultation 

with NCIRS  
- NCIRS and SPC to conduct interviews  
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• Deliverables:  

o Schedule of semi structured interviews 
o Arrange and conduct focus group discussions (FGDs) with community health workers (6-8)  

- Agree on location and schedule for FGDs 
- Contact or arrange participants (6-8 in each) around 6-8 FGDs 
- Identify and book venues (not included in the financial proposal) 
- Arrange refreshments  
- Conduct FGDs including obtaining consent and recording of session 
- NCIRS can assist in training of facilitators  
- Arrange transcription and translation of FGDs 
- Contribute to write-up with NCIRS and MHMS 
- Completed focus group discussions with translation available 

 
o Draft report of survey findings 

 

Phase 4 (16th November – 31st December) 

• Activities: 
o Work with MHMS to plan a meeting to disseminate and discuss the results 
o Identify a venue and costs (not included in the financial proposal) 
o Work with MHMS to invite participants  
o Confirm final numbers 
o Assist in developing agenda and presentation and materials for dissemination  
o Assist in writing up the meeting report   

 

• Deliverables:  
o Dissemination meeting of results 
o Meeting report with recommendations 
o Assist with the implementation of recommendations and follow up of policy components of the 

project  
o Depending on agreed recommendations assist NCIRS to liaise with MHMS and other actors to 

implement within the time available 
o Report of training needs assessment 
o Finalise draft project progress report 

 

 

3.4 Reporting and contracting arrangements 

• The Contractor will be responsible to SPC’s Nursing Adviser – Clinical Services Program, Public 

Health Division for all aspects of the work, including the production of the required outputs.  

• Inform SPC Team regularly of the progress of the assigned work and advise of any delays in meeting 

or training deadlines.  

• If travel is required, SPC will pay semi flexible economy airfares, meals, incidentals, and 

accommodation (DSA), in accordance with SPC travel policy.  

• SPC will not cover separate lines for overheads/running costs, contingencies. If these apply, the costs 

are to be considered in the fees charged for the delivery of the specific services. 

•  SPC will provide a desk, office space, and IT support at Narere campus.  
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• Any work-related expenses (software, tools, office supplies, etc.) shall be covered by the Consultant.  

• SPC does not provide insurance for consultants’ travel or health, professional indemnity or any other 

risks or liabilities that may arise during the consultancy (this includes any subcontractors or associates 

the consultant may hire). 

• SPC is also not responsible for any arrangements or payments related to visas, taxes, or duties for 
which the consultant may be liable. 

3.5 Skills and qualifications 

Skills and experience: 
 
Essential:  

o Excellent verbal and written communication skills in English 
o Understanding of the work of the MHMS 
o Good theoretical base in subject area, with the ability to translate theory into practice;  
o Ability to participate in multi-disciplinary teams;  
o Good thematic/regional knowledge (where required); and  
o At least 5 years relevant experience  
o Experience and knowledge of qualitative research methods such as semi structured  interviews 

and focus group discussion. 
o Able to complete research study application, submission and review based on preexisting 

template and with supervisory support 
o Project management skills 

 
Qualifications 

• Essential: Undergraduate qualification in health (i.e. Nursing, Medicine, Allied Health), or social 

sciences.  

• Desirable: A master’s degree in public health or social sciences is desirable.  

3.6 Scope of Bid Price and Schedule of Payments 

SPC shall make payments to the Contractor according to the following milestone schedules below.  

Milestone/deliverables Deadline % payment 

Phase 1 deliverables outlined under 3.3 11th August 2025 20% 

Phase 2 deliverables outlined under 3.3 1st September 2025 25% 

Phase 3 deliverables outlined under 3.3 15th November 2025 25% 

Phase 4 deliverables outlined under 3.3 31st December 2025 30% 

TOTAL  100% 
 

3.7 Annexes to the Terms of Reference 

SPC website: https://www.spc.int/  

https://www.spc.int/
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Part 4:  PROPOSAL EVALUATION MATRIX 

4.1 Competency Requirements & Score Weight 

The evaluation matrix bellow reflects the obtainable score specified for each evaluation criterion (technical 
and financial requirements) which indicates the relative significance or weight of the items in the overall 
evaluation process. 

 

Evaluation criteria 
Score 

Weight 
(%) 

Points 
obtainable 

Mandatory requirements 

- Conflict of Interest form 
- Evidence of previous work experience 
- Annex 1 Technical Submission form  
- Annex 2 Financial Submission form 

Mandatory requirements. 
Bidders will be disqualified if any 
of the requirements are not met 

Technical requirements 
Technical requirement 1 - Qualifications:  
- Undergraduate qualification in health (i.e. Nursing, Medicine, Allied 
Health), or social sciences.  
 - A master’s degree in public health or social sciences is desirable. 

20% 200 

Technical requirement 2 - Experiences: 
- At least 5 years relevant experience working in Fiji   
- Good thematic/regional knowledge 
- Good theoretical base in subject area, with the ability to translate 
theory into practice 
- Understanding of the work of the MHMS  
- Experience and knowledge of qualitative research methods such as 
semi structured interviews and focus group discussion   

25% 250 

Technical requirement 3 - Skills:  
- Excellent verbal and written communication skills in English 
- Able to complete research study application, submission and 
review based on preexisting template and with supervisory support    
- Project management skills 

25% 250 

Technical score 70% 700 

Financial Criteria (out of 300)   

Financial score = (lowest Price / Price of the submitted offer) X 300 30% 300 

 Total Score  100% 1000 
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