TERMS OF REFERENCE

PROCUREMENT OF JANITORIAL SERVICE PROVIDER 2023

I. RATIONALE

The Commission Human Rights (CHR) endeavors to continually improve and
maintain its existing facilities and provide an adequate, conducive, and safer working
environment for CHR employees, clients, and visitors. It is therefore imperative that its
building premises are properly maintained by housekeeping aides in clear and sanitary
conditions at all times. Thus, the Commission invites interested and qualified janitorial
services providers who can provide Janitorial Services for the CHR Building located at U.P.
Complex, Commonwealth Avenue, Diliman, Quezon City.

Il. REQUIREMENTS

A. Eligibility Requirements
Interested contractors who are PhilGeps registered with Platinum membership

must submit all legal, technical and financial documents as required under
R.A.9184.

B. Qualification Requirements

Duly registered under DOLE Department Order No. 174 series of 2017 and
engaged in the business of providing janitorial and/or housekeeping services
for at least ten (10) years from the date of Opening of Bids.

C. Financial Offer
The financial bid offer which should be within the ABC shall be inclusive of all
applicable government taxes and charges.
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D. Other Requirements

1. Must provide an original Certification from the Department of Labor and
Employment (DOLE) and National Labor Relations Commission (NLRC) of NO
PENDING CASE within the last two (2) years from the date of bidding.

2. Must be duly registered with the Securities and Exchange Commission (SEC),
Department of Trade and Industry (DTI), or Cooperative Development Authority
(CDA).

3. Must present at least three (3) Very Satisfactory Rating from government
agencies, with whom the Janitorial Agency has a past or ongoing contract
outside CHR within the last three (3) years.

4. Must provide proof of payment of remittances in a form of Certification issued
by the SSS, PhilHealth and Pag-IBIG for at least six (6) months from date of
public bidding. The original copy of Certification and its attachments must be
presented for validation during the Post-Qualification.

5. Must warrant that its employees are paid not less than the minimum wage as
provided for by law.

6. Must submit a Certification to attest that janitors/janitresses qualifications are
met as required by CHR.

7. Administrative overhead cost should not be less than Ten percent (10%) per
DOLE Department Order No. 174-17.

E. DUTIES AND RESPONSIBILITIES OF THE JANITORIAL AGENCY

1. Must submit to CHR, within ten (10) days from the end of every quarter, a
certification, signed by the janitorial agency’s duly authorized representative, of
the quarterly SSS remittance form together with the corresponding check
voucher.

2. Must submit to CHR, within ten (10) days from the end of every month, a
certification signed by the Janitorial Agency’s duly authorized representative,
that it has paid all wages, salaries, compensation and other benefits of the
janitors for services rendered by them during the immediately preceding
month, and that such payments are all in accordance with the requirements of
law.

3. The janitorial agency, must inform the CHR in writing the statutory wage
increase to allow the CHR to undertake the appropriate measures before its
implementation.

4. Must provide the CHR complete copies of the credentials of the janitors,
together with a copy of the agency official I.D. with one (1) year expiration, and
copies of all documents that the janitors have entered into with the contractor
to ensure transparency, for the protection of the janitors’ rights.

5. The Janitorial Agency should be able to deploy and assign a well-trained Head
janitorial Supervisor who is accredited by TESDA or training institution on
housekeeping with NC Il certificate.
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10.

11.

12

13

14.

15.

The winning Janitorial Agency shall retain at least fifteen (15) janitors from the
existing agency through recommendation from the CHR and Performance
Evaluation Team.

The Janitorial Agency shall have direct supervision and control over all the
janitors and janitresses.

Must submit a separate billing for overtime which reflects the name of the
regular janitor assigned to the area and the name of the reliever.

Must submit one original copy of the complete set of the monthly billing.
Reproduction or a second copy for the service provider must come from the
signed and approved original billing set.

The Janitorial Agency shall draft the monthly rotation / schedule of janitors, for
eight (8) hours a day, six (6) days a week, from Monday until Saturday, for
approval of the General Services Division (GSD).

The Janitorial Agency shall ensure the availability of a replacement/reliever in
case of an unscheduled absence of its janitors, provided, they must be
introduced ahead of time to GSD before the reliever shall report to the area
she/he is assigned.

The Janitorial Agency shall ensure that the replacement/reliever to be assigned
must be physically fit and must present a Medical Certificate and/or COVID-19
vaccination card or certificate.

All janitors assigned at the comfort rooms shall be required to report for work
not later than 6:00 o'clock in the morning. Any excess from the eight (8) hour a
day requirement will be considered as overtime, provided there is an approved
request.

The janitorial Agency must provide their janitors free adequate uniforms and
appropriate Identification Cards (ID) and ensure that all janitors wear the
prescribed uniform and IDs at all times while on duty.

Uniform Requirements:
Quantity:
1. One (1)-set official uniform (pants & collared shirts)
2. Three (3)- additional shirts, with collar
3. One (1) T-shirt, without collar using CHR logo, which will be used only
during agency special occasions
Specifications:
All shirts and pants must be sturdy, moisture-absorbent and made of
breathable cotton fabric

The Janitorial Agency shall take necessary precautions and exercise due care
and diligence in the performance of its undertaking so as not to cause injury,
damage or loss to the CHR employees’ property and shall at all times save the
CHR from any claim for damage arising therefrom.
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16.

17.

18.

19.

20.

The Janitorial Agency shall assume full responsibility and undertake to
reimburse the CHR for any loss, damage, or injury caused to the CHR or its
employees, properties or premises, as a result of the fault, negligence or
omission of its janitorial personnel.

The Janitorial Agency shall strictly apply the Ten (10) Official Regular Holidays
such as:
New Year's Day
Araw ng Kagitingan
Maundy Thursday
Good Friday
Labor Day
Independence Day
National Heroes Day
Bonifacio Day
Christmas Day
Rizal Day

For Special Non-Working Days, the “No Work No Pay” policy shall apply.

The Janitorial Agency must provide , all the required equipment, supplies, tools
and materials in good working condition incase the equipment/tools become
defective, it shall immediately be replaced with an item of the same kind and
condition.

The Janitorial Agency shall conduct a one-time Performance Evaluation aside
from the Client’'s Semestral Performance evaluation.

The Janitorial Agency shall not, during the existence of this contract or any
thereafter, disclose to any person or entity any information concerning the
CHR’s affairs, which the AGENCY may have acquired by reason of this contract.

F. QUALIFICATIONS OF THE SUPERVISOR

L

=4
3.

Of good moral character and reputation, courteous, alert, efficient, honest and
no criminal or police record.

Physically and mentally fit.

Passer of required neuro-psychiatric examination and drug test conducted by a
reputable testing agency, duly accredited by the Philippine National Police
(PNP) / National Bureau of Investigation (NBI), as evidenced by the issuance of a
Certification of the accredited agency.

Must possess at least a Vocational Diploma. An updated Curriculum Vitae must
be submitted.

Must possess a Certificate of Completion of Housekeeping or similar training
from TESDA or any TESDA-Accredited Agency.
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6.
7.

Must have at least three (3) years of relevant supervisory experience.
Must be at least 25 years old.

G. QUALIFICATIONS OF THE JANITORS/JANITRESSES

1.

Of good moral character and reputation, courteous, alert, efficient, honest and
no criminal or police record.

2. Physically and mentally fit.

3. Passer of required drug test conducted by a reputable testing agency, duly
accredited by the Philippine National Police (PNP)/National Bureau of
Investigation (NBI), as evidenced by the issuance of a Certification of the
accredited agency.

4. Must be an elementary graduate. An updated Curriculum Vitae must likewise be
submitted.

5. Must possess a Certificate of Completion of Housekeeping or similar training
from TESDA or any TESDA-Accredited Agency.

6. Must have at least one (1) year of experience as janitor/janitress.

7. Must be at least 20 years old.

11l. SCOPE OF WORK

A. DUTIES AND RESPONSIBILITIES OF THE HEAD SUPERVISOR (HS)

2

2.

10.

Must submit to the GSD every first Monday of the month, a monthly Manpower
Deployment Schedule and ensure its compliance.

Must submit to the GSD within ten (10) calendar days from assumption of
duties a projected monthly general cleaning schedule.

Must set priorities, and supervise the work of subordinates in coordination with
the GSD.

Must regularly evaluate and verify janitors’ performance through the review of
completed work assignments.

Must ensure that proper labor relations and conditions of employment are
maintained.

Must ensure implementation, enforcement, and compliance with the CHR rules
and regulations relative to the maintenance of cleanliness and sanitation of
office premises.

Must maintain records, prepare reports, and draft correspondence relative to
the work.

Must make rounds to check janitors’ coverage in designated work areas.

Must conduct investigation of complaints and submit report immediately to
GSD.

Must conduct daily inspection of the premises to ensure clean and safe
environment.
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11.
12.

13

14.

15

16.
17.

18.

19.

20.

Must inspect equipment for maintenance and repair if needed.

Must ensure complete delivery of the supplies, materials and equipment as
scheduled and submit a list/inventory to the GSD every first Monday of the
month.

Must conduct monthly inventory of supplies kept in their storage areas.

Must have a monthly fumigation, disinfection and spray misting of CHR
buildings, its premises, and vehicles.

Conduct monthly meeting with all the janitorial staff and may invite one (1)
representative from GSD and submit report immediately.

Must ensure all janitors to strictly observe health protocols/guidelines.

Must submit a list of the available equipment deployed at the CHR by the
janitorial service provider.

Must conduct spot inspection of assigned areas of janitors and submit report
relative to the inspection.

Must submit to the GSD a performance evaluation of its janitorial staff every
first Monday of the month.

Perform other services necessary and desirable for proper maintenance of the
office premises and minister to the personal comfort, enjoyment and
convenience of the CHR officers, employees and visitors.

B. DUTIES AND RESPONSIBILITIES OF THE WORKING-ASSISTANT SUPERVISOR
(W.AS.)

Must assume the responsibility of the HS in his/her absence or of any
janitor/janitress who is on an emergency “leave” without reliever.

Must submit every 15" and 30% of the month to the GSD a report of the
supplies consumed signed by the recipient janitor/janitress.

Must submit every 15" and 30" day of the month the summary/list of absences,
overtime services rendered and relievers deployed at CHR.

Must submit an accomplished checklist and the monitoring report of comfort
rooms every Friday to GSD.

Must monitor emergency requests and submit accomplishments to GSD of the
disinfection and cleaning of service vehicles and office spaces.

Must regularly update/inform GSD of any health-related issues of the janitors.
Must submit report of attendance of janitors who performed tasks other than
their regular functions to GSD.

C. DUTIES AND RESPONSIBILITIES OF THE JANITORS/JANITRESSES

1.

Maintain and ensure cleanliness of the CHR building, including the periphery of
all entrances/exits and parking lots at all times by performing services, such as
but not limited to the following:
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b)

d)

)

Scrub and/or mop, wax, if necessary and polish the CHR building floors
including corridors, sidewalls, doors, partitions, sidings, ceiling, glass
doors and windows, and stairways of the CHR building premises;
Sanitize/deodorize all rooms and wash rooms/restrooms,
Clean and polish/shampoo furniture and fixtures;
Maintain the cleanliness and neatness of all rooms including window sills,
window panels/glass, mirrors, aluminum/stainless steel frames and
doors;
Regular disposal of trash/rubbish and garbage;
Maintain the cleanliness of all other portions of the building not
mentioned above but which add to the neat appearance of the whole
building and its premises;
General cleaning and washing of parking areas of accumulated dust,
litter, other debris and all stain;
Conduct a rotational disinfection and external cleaning of service
vehicles;
Washing of dishes used during official activities; i.e, meetings and
conferences. May also wash the dishes used by employees during lunch
time only;
The janitor/personnel assigned shall make the necessary report to the
General Services Division of:

I. Al broken fixtures in the rooms, comfort rooms, hallways and

stairs;
Il.  Weekly maintenance which involves general cleaning;
. Monthly maintenance which involves fumigation and spray
misting against flies, rats, cockroaches, mosquitoes and the like;

IV.  Other observations which require the immediate attention.
Perform other tasks necessary or desirable for the cleanliness,
maintenance and enjoyment of the CHR premises and minister to the
personal comfort, convenience, or safety of CHR officers, employees and
visitors.

Designate one (1) specific person with experience on gardening and love for
ornamental plants to lead in the upkeeping of CHR grounds and gardens for
the following but not limited to:

a)
b)
9)
d)
e)

Trimming of grass and shrubs as necessary;

Bringing out to sun potted plants as necessary;

Application of fertilizers to plants as necessary;,

Sweeping of grounds, of litter and other debris;

General cleaning and washing of parking areas of accumulated dust and
stain.

Keep watch and take action to prevent or mitigate damage to the building and
its facilities during emergency situations such as typhoons, floods, earthquakes,
power failures and the fire incidents.
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4. Report to the GSD for immediate repairs or maintenance requirements of the
building civil, mechanical, electrical and plumbing facilities for proper
disposition as well as the need pest control.

5. Assist in loading and pooling of boxes or in hauling porting of furniture and
things from one division to another when necessary.

VI. TERMS AND CONDITIONS

A. The Purchase Order (P.0.) and Contract shall be accepted by the supplier
prior to the implementation.

B. Any interlineations, erasures or overwriting shall be valid only if they are signed
or initialed by the bidder or his/her duly authorized representative.

C. Any modifications in the contract implementation must be approved by the
Commission.

D. No subcontracting shall be allowed for the entire project.

E. The required equipment for deployment to CHR including the first quarterly
tools and supplies for the first month shall be delivered with in the day/week of

the effectivity of the Contract

E.1. LIST OF EQUIPMENT TO BE SUPPLIED AT CHR PREMISES

Equipment (For pull-out upon expiration of Contract)

l::: Description Quantity | Unit

Heavy Duty Floor Polisher, 16" & 18" with accessories 6 units

2, Caution/Warning Signs -4 units

3 Push Cart/Utility Cart, big, heavy duty - units

4. Wet & Dry vacuum . units

5 Mop Squeezer, Yellow, big, Heavy Duty 5 units

6. Heavy Duty Extension Cord, 6-8 gang with on & off 15- 6 aes
mtrs & 8-mtrs. (4pcs. - 8mtr.) (4pcs. — 15mtrs.)

7. Garden Hose, 5/8" x 50mtr. 6 sets

8. High Pressure Portable Washer 2 units

9. | Garbage Hauler, heavy duty 4 units

10. | Steel Hand truck/Cart, double handle, heavy duty E units
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11. | Utility Ladder: Aluminum, 8-ft - (2units) & 12-ft.-(2 unit) 4 units
12. | Brand new Lawn Mower/Grass Cutter 2 unit
E.2. QUARTERLY SUPPLIES
I:::' Tools Description Quantity | Unit
1 ~ Toilet Bowl Pump, Heavy duty, Standard size 5 | pcs
2. Toilet Bowl Brush, Plastic Handle, standard size 5 pcs.
3. Hand Bru_s_%;,_S_t—aﬂndard size s | pcs
4, Mop Handle, Aluminum 12 pcs.
L . Dustpan, Metal, big, wooden handle for | g pes.
grounds :
6. Dustpan, Plastic, standard size, 10 pcs.
2 Push Brush with plastic handle, Standard size 15 pcs.
8. Spray Bottle, 500ml 25 pcs.
) Plastic Pail , 10 liters 20 pes.
10. Glass Squeegee, Large with handle 10 pcs.
11. Polishing Pad, 16" 5 pcs.
12 Hand Gloves, Heavy Duty, rubberized 30 pcs.
13 Hand Gloves, disposable 5 | bxs.
14. Trash Can, Plastic, regular size, 12-14 inches 20 pcs.
5 Plastic Dipper, Regular Size for CR 25 pcs.
16. Hand sanitizer, Dispenser, Plastic i 30 bottles
Y ! i
E.3. MONTHLY SUPPLIES (Consumables)
Item dooad s .
No Description Quantity | Unit
1 Powder soap 5 pcs
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.3 Liquid bleaching soap 15 pcs.
3. Disinfectant /Lysol 15 pcs
4, Furniture polisher 12 pcs.
5. Air Freshener, Ambi-pur (for rooms) 5 pcs.
6. Downy, violet, floor, freshener 10 pcs.
y & Mop head 15 pcs.
8. Toilet Bow! Cleaner 25 pcs.
9. Wax-off 20 pcs.
10. Garbage bags (black/small) 10 pCcs.
11. Garbage bags (Big, black) 5 pcs.
12. Tissue, unscented, 2ply, big roll for CR 30 pCcs.
13. Insecticide /spray/baygon [ > bxs.
14. Soft brooms | 20 pcs.
15, Stick brooms 25 pcs.
16. Air Freshener (Lemon) 30 bottles
17 Lysol Spray/can 40 pcs.
18. Liquid soap/Hand soap/Non-diluted 10 gals.
19, Doormat for all CR 40 pcs.
20. Gloves/Janitor/disposable 5 bxs.
21. Alcohol 70% solution 25 gals.
22. Deodorant cake (Albatross) 10 doz.
23. Complete Wax 10 gals.
24. Round Cloth rugs 25 kls.

IV. COMPLEMENT
Minimum of thirty-two (32) Janitors/Janitresses, including one (1) Head Supervisor

(H.S.) and one (1) working, Assistant Supervisor (A.S.). (If the HS is male the AS must be
female).
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V. PROJECT DURATION

The project duration shall be valid for a period of twelve (12) months from January
to December 2023, which is extendible subject to the 2016 Revised Implementing Rules
and Regulation of Republic Act No. 9184, also known as the Government Procurement
Reform Act.

VII. TERMS OF PAYMENT

Payment shall be processed within fifteen to thirty (15-30) calendar days from the
issuance of receipt of billing. If the Supplier opted the payment to be deposited in their
bank account, the corresponding Bank Transfer Fee shall be charged against them,
whenever applicable.

Vill. APPROVED BUDGET OF THE CONTRACT (ABC)

Eleven Million (Php 11,000,000.00), inclusive of all existing and appropriate
government taxes and charges.

IX. EXECUTION AND PRE-TERMINATION OF THE CONTRACT

A. This Terms of Reference (TOR) shall form an integral part of the Contract, which
shall be executed by and between the Commission as the Procuring Entity and
the Supplier upon issuance of the Notice of Award (NOA).

B. The CHR shall have the right to terminate the contract without the need of
judicial action, at any time before its expiration for failure of the Janitorial
Agency to abide by the herein terms and conditions. The CHR shall inform the
Janitorial Agency within ten (10) calendar days prior to the effectivity of the
termination.

C. In case of pre-termination, the Supplier shall be liable to pay an additional
liquidated damages equivalent to five percent (5%) of the Contract Price, in
accordance with the Government Accounting Manual, and the Performance
Security shall be forfeited. The Supplier shall further be blacklisted or disqualified
from participating in any other project of the CHR.

Prepared by:

ATTY, MAMEETH AFAN

Atty. IV, ILSD
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NONEM BENEDICT B. DE LOS SANTOS JOSEFI G. GREFALDA

AO Ill, GSD AO IV, GSD
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