©  Catadmin Services cc 	Bid Committees  • Candidate Assessment Guide




		CANDIDATE SUMMATIVE ASSESSMENT 
GUIDE AND PORTFOLIO OF EVIDENCE
2023
COURSE FOR BID COMMITTEE MEMBERS 
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[bookmark: _Toc8112295]Summative Assessment Purpose and Approach

1. [bookmark: _Toc261410428][bookmark: _Toc8112296]Purpose of the Assessment

The purpose of this assessment is to assess the candidate’s level of competence against the “Unit standard 337061: Demonstrate knowledge and insight into a bid committee system applicable to an organ of State in South Africa”.  This Unit standard is available on the PSETA website.

The results of the assessment will be used for certification and the achievement of credits against the abovementioned unit standard. 

2. [bookmark: _Toc261410430][bookmark: _Toc8112297]Assessment Context

Evidence for the summative assessment will be compiled in the candidate’s work environment and submitted to CAT AMIN SERVICES cc within the prescribed period. 

3. [bookmark: _Toc261410431][bookmark: _Toc8112298]Assessment Methods and Activities

The assessment method for this programme is documentary review of written evidence. A portfolio of evidence is required which includes:
· Knowledge and reflective questions to assess your foundational knowledge against the requirements of the unit standard; and 
· Practical Assignment to assess your practical ability against the requirements of the unit standard.

4. [bookmark: _Toc261410434][bookmark: _Toc8112299]Assessment Rating System

Candidates are rated based on evidence submitted per assessment instrument in the following manner:

	Candidates are rated, per assessment instrument:


	Requirements met
	· Meets all the requirements

	Requirements not met

	· Needs to submit additional evidence

· Does not meet all the evidence requirements


	Candidate’s results are rated:

	Competent
	· Meets all the requirements

	Not yet Competent
	· Does not meet all the evidence requirements

· Needs to submit additional evidence





5. [bookmark: _Toc261410435][bookmark: _Toc8112300]Submission Rules 

Candidates are allowed three submission attempts in total – one initial submission and two re-submission attempts as follows:
The first assessment (evidence) will be submitted within four weeks after attendance of the training session. 
Extension of submission deadline, up to a maximum of one week, must be requested by the learner by e-mail to catadmin@mweb.co.za attention Mr. C J Esterhuizen or Mr. W J Miller.
Should candidates not submit evidence by the assessment submission due date and fail to ask for extension the candidate will be assess as not compliant to the Unit standards and be assessed as “Not competent in the subject matter.” 

6. [bookmark: _Toc261410436][bookmark: _Toc8112301]Principles for Evidence
Should the authenticity of evidence be in question and the moderation upholds the finding then candidate will resubmit the entire portfolio of evidence. Furthermore, the following actions will be taken:
· The first attempt will result that the Head of Department will be informed of such transgression.  
· The second attempt will result in the candidate being expelled from the programme in question.

7. [bookmark: _Toc261410437][bookmark: _Toc8112302]Candidate Feedback and Support
The candidate, the assessor, the moderator, the Education Training Quality Assurance body (ETQA) verifier, will have access to assessment judgment, feedback, and candidate results.
· Feedback will be sufficient, developmental/constructive, and relevant to evidence and individually constructed for each candidate. 
· Candidates rated as not yet competent will be supported and counselled through appropriate forms of feedback and support; and
· Feedback will be provided as soon as practical possible but not later than 4 weeks after the submission of evidence.

8. [bookmark: _Toc261410440][bookmark: _Toc8112303]Requirements and Standards of assessment

The standards for the assessment of evidence, process and methods utilized are informed by the South African Qualifications Authority (SAQA), the Public Services Sector Education Training Authority (PSETA) and the Education Training Quality Assurance body (ETQA) assessment guidelines as reflected in the Assessment policy of CAT ADMIN SERVICES cc.

9. [bookmark: _Toc261410441][bookmark: _Toc8112304]Assessment of candidates with special needs 
Should a candidate present any special needs requests, the assessment will be adjusted where practical in such a manner that the fairness, validity, and reliability of the assessment are not compromised. 
10. [bookmark: _Toc261410442][bookmark: _Toc8112305]Assessment Review
An appointed assessor will assess each portfolio of evidence. During assessment, the progress and possible queries regarding the portfolio content will be corresponded with the candidate, that will include corrections and clarification issues. An assessor’s report will be submitted to every candidate providing them with feedback and results.
Assessment will be reviewed against assessment principles for process, evidence, and method. The candidate, the assessor, and the moderator are the stakeholders in the review process.
Assessors will write an assessment review report for every batch of assessments and as governed by the contract.
The moderator will use assessment review results to monitor the quality of assessment for continuous improvement.

11. [bookmark: _Toc261410446][bookmark: _Toc8112306]Appeal procedures and process 

The learner has the right to appeal any decision made by the assessor, moderator or ETQA validator. The categories of appeals where a learner alleges that he/she has been treated unfairly include:
· Inappropriate assessment instruments.
· Inappropriate assessment procedure.
· Disagreement over assessment results.
· Interpretation and judgment of evidence.
· Poor quality of feedback; and /or
· Inappropriate assessor conduct.

The following appeals process will be followed: 
· The appeals process is communicated and agreed upon either during preparation for assessment or as part of the assessment review.  
· The candidate can lodge an assessment appeal in writing within seven working days of receipt of the assessment results/judgment.
· All appeals will be responded to in writing within seven working days of receipt of the appeal.
· The appeals process is managed and monitored by the CAT ADMIN SERVICES cc in accordance with the Quality Management Policy. 
· CAT ADMIN SERVICES cc has the right to change or uphold a decision taken against a candidate based on the principles of assessment and the quality management system (QMS).
· The candidate has the right to escalate the appeal to the PSETA if they are not satisfied with the results.
· Should CAT ADMIN SERVICES cc and the PSETA fail to resolve matters, further appeals may be made to SAQA. 

12. [bookmark: _Toc261410448][bookmark: _Toc8112307]Evidence required
The Portfolio of Evidence questions/tasks as incorporated into the summative assessment must be completed in such a way that it supports the following outcomes as described in Unit standard 337061:
· Discuss elements of the Supply Chain Management model that apply to the bid committee system. 
· Apply knowledge of the applicable regulatory framework to ensure compliance. 
· Discuss the importance of ethical conduct in the bid committee process. 
· Apply knowledge of the functions of the Bid Specification Committee. 
· Apply knowledge of the functions of the Bid Evaluation Committee.
· Apply knowledge of the functions of the Bid Adjudication Committee. 


13. [bookmark: _Toc8112308]Evidence; Submission requirements
Ensure that you submit neatly typed and perceptive responses by e-mail.
Learners must submit their Portfolio of evidence (POE) in the following sequence:
· Form A – Assessment Submission
This form serves as a cover sheet for your summative assessment. Your assessment will not be accepted without a fully completed Assessment Submission form.
· Form B – Assessment Preparation Checklist
The facilitator will prepare you for the summative assessment, (see notes above). Complete the checklist and submit it with your portfolio of evidence.
· Certified copy of ID document.
· Portfolio of evidence answers.


	
 ASSESSMENT SUBMISSION 								Form A.   



	COURSE DETAILS

	Course/Programme:
	Bid Committees - PFMA

	Course date:
	

	Facilitator:
	Charles Esterhuizen / Bill Miller



	LEARNER INFORMATION

	Candidates full name:
	

	Surname
	

	ID Number
	

	Employee Number
	

	Client Organisation
	

	Division
	

	Contact Details
	E-mail
	

	
	Telephone
	

	
	Mobile
	



	DECLARATION OF AUTHENTICITY

	I ...................................................................hereby declare the evidence submitted in this assessment was produced by myself and is a true reflection of my level of competence. I understand and have been made aware of the CAT ADMIN SERVICES cc policy regarding submitting evidence that is not authentic. 

	Candidate Signature
	
	Date
	






	ASSESSMENT PREPARATION CHECKLIST 						Form B.



	UNIT STANDARD: 337061. Demonstrate knowledge and insight into a bid committee system applicable to an Organ of State in South Africa.
	Discussed Yes/No

	1. Assessment plan has been discussed
	

	2. [bookmark: _Toc421603486][bookmark: _Toc508002129]Purpose of the Assessment has been discussed:

	

	3. [bookmark: _Toc421603487][bookmark: _Toc508002130]Assessment Context has been discussed:

	

	4. [bookmark: _Toc421603488][bookmark: _Toc508002131]Assessment Methods and Activities has been discussed:

	

	3. [bookmark: _Toc421603489][bookmark: _Toc508002132]Assessment Rating System has been discussed:

	

	4. [bookmark: _Toc421603490][bookmark: _Toc508002133]Submission Rules has been discussed: 

	

	5. [bookmark: _Toc421603491][bookmark: _Toc508002134]Principles for Evidence has been discussed:

	

	6. [bookmark: _Toc421603492][bookmark: _Toc508002135]Principles for Evidence has been discussed:

	

	7. [bookmark: _Toc421603493][bookmark: _Toc508002136]Candidate Feedback and Support has been discussed:

	

	8. [bookmark: _Toc421603494][bookmark: _Toc508002137]Requirements and Standards of assessment has been discussed:

	

	9. [bookmark: _Toc421603495][bookmark: _Toc508002138]Assessment of candidates with special needs has been discussed:

	

	10. [bookmark: _Toc421603496][bookmark: _Toc508002139]Assessment of candidates with special needs has been discussed:

	

	11. [bookmark: _Toc421603497][bookmark: _Toc508002140]Assessment Review has been discussed:

	

	12. [bookmark: _Toc421603498][bookmark: _Toc508002141]Recognition of Prior Learning (RPL) has been discussed:

	

	13. [bookmark: _Toc421603499][bookmark: _Toc508002142]Evidence Required has been discussed:

	

	14. [bookmark: _Toc421603500][bookmark: _Toc508002143]Evidence: Submission requirements has been discussed:

	

	15. The closing date as indicated has been taken notice off:
	

	Candidate Signature
	




14. [bookmark: _Toc8112309]Instructions and guidelines to learner:
· Read the questions carefully and ensure that the essence of what is required is understood.
· The questions will to a large degree follow the flow of the learner guide.
· The knowledge and reflective questionnaire require you to either mark “true” or “false”. If you mark both alternatives the question will not be assessed. A minimum of 20 out of 30 answers must be assessed as correct to obtain a competent assessment.
· When answering the practical questions ensure that you submit insightful answers that will support knowledge and interpretation assessment criteria.
· Take note of the assessment criteria guidelines that has been indicated after each question.
· Ensure that you answer all the posed questions.
· All answers must be typed. 
· The word format of this document is available on the following website:
www.catadmin.co.za   

Choose “assignment”, then Bid Committee PFMA Candidate assessment Guide. The POE in word format will then be available for download. 
1. 

15. [bookmark: _Toc8112310]SUMMATIVE ASSESSMENT QUESTIONS FOR PORTFOLIO OF EVIDENCE

	KNOWLEDGE/REFLECTIVE QUESTIONNAIRE: TRUE OR FALSE QUESTIONS


	Instructions: Carefully study the statements below and indicate if the statement is true or false. Only one of the choices must be marked



	Statement
	True
	False

	1. The element of Risk management is regarded as a generic element of Supply Chain Management.
	
	

	2. The Demand management unit is responsible to obtain quotations/bids from the central supplier’s data base.
	
	

	3. The Accounting Officers/Authorities of an institution in accordance with Treasury Regulations 16A 3.1, “must develop and implement an effective and efficient supply chain management system in his or her institution for: 
· the acquisition of goods and services; and
· the disposal and letting of state assets, including the disposal of goods no longer required”. 
	
	

	4. The member of a Bid Specification Committee can also serve as a member of the Bid Adjudication committee for a specific bid for which he/she served on the BSC
	
	

	5. “Combative practices” means those practices where you allow items with sub-standard quality to be procured.
	
	

	6. Practitioners should be as open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only if it is in the public interest to do so.
	
	

	7. [bookmark: _Toc421603501][bookmark: _Toc508002144][bookmark: _Toc524613605][bookmark: _Toc524613686][bookmark: _Toc8112311]The “RFP” will be used when suppliers are invited to submit a bid for procurement actions above R 1 million of value. As part of the ITB documents a specification or a term of reference could be included depending on the requirement. This procurement method will especially be used if the department dictate the outcome, methodology and services to be rendered in detail, without allowing the potential supplier any leeway of submitting their own processes or methodology. 
	
	

	8. [bookmark: _Toc421603502][bookmark: _Toc508002145][bookmark: _Toc524613606][bookmark: _Toc524613687][bookmark: _Toc8112312]“Request for a quotation” (RFQ) term is used when formal quotations above “petty cash value” up to R 1 million procurement value is requested. As part of the RFQ documents a specification or a term of reference could be included depending on the requirement.”
	
	

	9. [bookmark: _Toc421603503][bookmark: _Toc508002146][bookmark: _Toc524613607][bookmark: _Toc524613688][bookmark: _Toc8112313]The Bid Specification Committee’s main responsibility is to approve the specification/TOR that is submitted by the end-user directorate.
	
	

	10. [bookmark: _Toc421603504][bookmark: _Toc508002147][bookmark: _Toc524613608][bookmark: _Toc524613689][bookmark: _Toc8112314]The procurement threshold for procurement above the petty cash level dictate that only three written quotations can be requested from the suppliers that are registered on the CSD database.
	
	

	11. [bookmark: _Toc421603505][bookmark: _Toc508002148][bookmark: _Toc524613609][bookmark: _Toc524613690][bookmark: _Toc8112315]The supplier must be tax compliant before any appointment as a service provider is made.
	
	

	12. When procuring goods or services it must clearly indicated if a “firm” price or a “non-firm” price is required.
	
	

	13. If spare parts are required for an existing movable asset is required, the part number and brand reference may be specified. The requirement should however be given the widest possible exposure by means of advertised bids.
	
	

	14. A commodity and market related analysis should form the basis of compiling an acceptable specification.
	
	

	15. The practice to sign a Service Level Agreement (SLA) after the adjudication process and then initiate changes to the published TOR is an unfair practice since it changes the scope outside the benefits deriving from competitive bidding processes. 
	
	

	16. To ensure that uniformity exists in the bidding/quotation processes for goods and services, all Accounting Officers/Authorities are required to base their bid/quote invitations on the “General Conditions of Contract” issued by National Treasury. 
	
	

	17. The validity period is calculated from the time and date of advertising the bid and usually covers a period between 60 to 90 days.
	
	

	18. “Firm Price” can be described as the price that is only subject to adjustments in accordance with the actual increase or decrease resulting from the change, imposition, or abolition of customs or excise duty and any other duty, levy, or tax which, in terms of a law or regulation is binding on the contractor and demonstrably has an influence on the price of any supplies, or the rendering costs of any service, for the execution of the contract;
	
	

	19. It is a requirement of Government that a contract can only be signed with a supplier that has the capacity and ability to execute a contract. 
	
	

	20. The compiled specification and/or Terms of References must be approved by the Accounting Officer/Authority or duly delegated official or the Bid Adjudication Committee, prior to the closing of a bid.
	
	

	21. The SBD 7.1 or SBD 7.2 must form part of the Bid invitation documents.
	
	

	22. Late received bids must not be evaluated further.
	
	

	23. If it so happens that a supplier did submit a bid to a particular official, and the official forgets to submit such bid in time to the SCM unit or the Tender box, such bid will be regarded as on time and must be accepted for further consideration.
	
	

	24. To enable the Institution’s Bid Evaluation Committee to evaluate the submitted bid proposals the SCM Acquisitioning unit must screen the document for administrative compliance and disqualify non-compliant tenderers.
	
	

	25. If the decision of the Bid Adjudication Committee to approve a bid other than the one recommended by the Bid Evaluation Committee is ratified, the Auditor-General, the relevant Provincial Treasury and the National Treasury must be notified of the reasons for deviating from such a recommendation within seven working days.
	
	






	[bookmark: _Toc8112316]
Questions that will demonstrate applied competence



	QUESTION 1 

	Elements of Supply Chain management
	Specific Outcome: 1
Assessment Criteria 1: 

	Task: Name and briefly discuss the 6 elements of SCM. 

	Assessment criteria guide: All the elements must be named and discussed.



	QUESTION 2 

	Role players in the Bid Committee System
	Specific Outcome: 1
Assessment Criteria 2: 

	Task: 
Discuss the primary responsibilities of the following role players in the Bid Committee system: 
· End user.
· SCM unit in your department.
· Bid Specification Committee.
· Bid Evaluation Committee.
· Bid Adjudication committee


	Assessment criteria guide: All 5 the role-players must be mentioned, and their prime responsibilities must be correctly identified. Please use a table format to present your answer. 




	QUESTION 3 

	Regulatory framework
	Specific Outcome: 2
Assessment Criteria 1: 

	Task: 
The Constitution of South Africa, 1996: Section 217(1)(2) and (3) addresses the principles of public sector procurement that must be utilised by all Organs of State which also addresses the principle relating to “Governments preferential procurement” policies. 
Highlight and briefly discuss:
· the elements that must be considered when the Government procures goods or services; and 
· the principle of incorporating “preferential procurement” during procurement actions above the petty cash value. 


	Assessment criteria guide: You need to discuss the 5 pillars that must be considered when procurement is done. Clear reference must be made of how preferential procurement must be incorporated into procurement actions. 




	QUESTION 4 

	Regulatory framework
	Specific Outcome: 2
Assessment Criteria 1: 

	Task: 
Briefly discuss the role that the following two Acts plays in the Supply Chain environment:
· Preferential Procurement Policy Framework Act (PPPFA), (Act No 5 of 2000)
· Promotion of Administrative Justice Act (PAJA), (Act 3 of 2000)


	Assessment criteria guide: Discussion should incorporate the essence of the ACT and how it relates to SCM activities. 



	QUESTION 5 

	Ethical conduct in the bid committee process
	Specific Outcome: 3
Assessment Criteria 1 and 2: 

	Task: 
You are the Chairperson of the Bid Specifications committee the following information is highlighted during the meeting: 
· One of the members of the Bid Specification Committee’s has during a tea break informed you that this will be a good contract for his wife’s business. No formal “declaration of interest” was declared by the official.
· The end-user used a specific company’s catalogue to precisely specify the technical specifications of the item that is required.
Discuss if this information obtained will be relevant to any ethical requirements, and what actions should be taken by you the chairperson of the BSC to alleviate possible ethical/conflict of interest  problems if any. 


	Assessment criteria guide: The candidate must provide reasons for subsequent actions and such reasons must be sound if measured against the “code of conduct for SCM practitioners”






	QUESTION 6 

	Specification
	Specific Outcome: 4
Assessment Criteria 2: 

	Task: 
To draft a specification, the general guidelines, dictates fairness and transparency during the procurement process. Name and briefly discuss 10 general guidelines/rules that is applicable to the drafting of a specification in the public sector procurement environment. 


	Assessment criteria guide: The candidate must name and discuss at least 10 general guidelines.



	QUESTION 7 

	Preparation and drafting of a Terms of Reference (TOR)
	Specific Outcome: 4
Assessment Criteria 2: 

	Task: 
When a Bid Specification Committee needs to draw up a Terms of Reference, the BSC must decide on various aspects that will inform the procurement process. 
List and briefly discuss the main aspects that must be considered when compiling a TOR and briefly discuss why each aspect is important.


	Assessment criteria guide: Clear indication must be provided on which decisions must be made and the list must be done in accordance with the guidelines referred to in the learner guide.


[bookmark: _Toc261410449]



	QUESTION 8

	BID SPECIFICATION COMMITTEES – Practical case study
	Specific Outcome: 4
Assessment Criteria: 1and 2.



	Case Study:
Study the information below and respond to all the tasks.
Information
You are as part of the BSC required to prepare an Invitation to Bid (ITB) for your Institution for the procurement of two Emergency Generators. 
The following information is applicable to the case study:
1. Bids must be invited for invited for the supply of 2 “Emergency generators” at a market related price of R 1,4 million for both the generators.
2. The closing date is 30 May 2023 at 11:00
Task: 1
Recommend the:
· Composition; and
· Functions of the Bid Specification Committee to procure the equipment.
Task: 2
Conduct market and supplier analysis and specifically comment on the aspects listed below.
All the headings below must be addressed separately and the BSC must note the decisions that were made regarding the procurement of the emergency generators. (NB. Your answer/s must reflect “decisions” and not “policy”) 
· Provide details on historical procurement for a similar requirement that may/or may not been procured 
· Determine sourcing strategy/bidding method that will be utilised.
· Indicate which preferential procurement system will be utilised.
· Decide if compulsory subcontracting will be a requirement.
· Decide on any compulsory pre-qualification. 
· Compile the specifications for “the emergency generators” (provide full specifications)
· Decide which incidental services must be included as part of the specifications to adhere to the policy of “total cost of ownership”.
· Determine the validity period for price proposals. 
· Decide on possible briefing meetings or site inspections.
· Decide if firm or non-firm prices will be requested
· Decide on the advertisement strategy that should be followed.
· Stipulate special conditions of contract.
· Make a list of all the documents that will be sent to the supplier as part of the “invitation to bid” 



	
QUESTION 9: PRACTICAL ASSIGNMENT – BID EVALUATION COMMITTEE 

	

	1. Bid Evaluation Committee:
a. Recommend the compilation of the Bid Evaluation Committee for the activity in Question 8.
b. Explain the main functions of the BEC

	Specific Outcome: 6
Assessment Criteria: 6.1 – 6.6





	
QUESTION 10: PRACTICAL ASSIGNMENT – BID ADJUDICATION COMMITTEE 

	

	2. Bid Adjudication Committee:
a. Explain the main functions of the BAC. 
b. Explain the functions of the BAC Bid secretariat.

	Specific Outcome: 6
Assessment Criteria: 6.1 – 6.6





.
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