Hosting a Co-ordinator of Subject Associations
Proposal Guidelines November 2006
Call for Proposals 

The Ministry of Education wishes to contract an organisation to host a person or persons to co-ordinate and support Subject Associations. This is a full-time position.
The deadline for proposals is 4pm, 27 November 2006
Background
The Ministry of Education sponsored a project in 2006, managed by the Royal Society of New Zealand, NZEI and PPTA, to provide baseline information about New Zealand Subject Associations and how to enhance the already established impact they have on the teaching profession.  The report was completed by Waikato University in August 2006.
Summary of Findings
Teachers join Subject Associations primarily for networking, subject interest, to support their curriculum responsibility, professional development opportunities, conferences, updates on curriculum and resources, and assessment tools.  Subject Associations also play an important role in advocacy to the government on behalf of their members and the subjects they represent.  Experienced teachers are more likely to belong to Subject Associations than newer teachers, and secondary teachers are more likely to belong than primary teachers.
Successful Subject Associations depend upon a large amount of voluntary time from enthusiasts willing to give their time on behalf of members.  Teachers believed that government should financially support Subject Associations and recognise their vital role in education while ensuring that Subject Associations remain autonomous.

The most common types of activity that Subject Associations carry out are communication with members via newsletters, websites and journals; liaison with other organisations; website provision; advocacy; running conferences; resource production/provision; professional development and Ministry of Education (and other) contract involvement. 

Subject Associations consider the following as their ‘most urgent’ needs in their quest to build professional learning communities: 

· finding enough volunteer time and financial support for Subject Association functions 

· developing ways of promoting the subject
· improving websites
· making more resources available to teachers
· strengthening regional branches 

· developing ways of helping teachers with curriculum teaching and learning

· governance and the carrying out of the attendant responsibilities.

Over three-quarters of the 31 Subject Associations thought it would be helpful to have a central contact who could direct teacher enquiries to the relevant Subject Association.
The full report can be accessed on www.minedu.govt.nz. 
The Role of the Subject Association Co-ordinator

This position is to provide support to national subject associations to enhance their ability to function and communicate in ways supportive of teachers.  The co-ordinator will:

· establish and maintain working relationships with the subject associations and government agencies

· direct enquiries to the appropriate subject association

· promote membership of subject associations

· promote the use of technology for building professional learning communities
· facilitate the management of the subject association websites through the CLiK platform
· support professional development initiatives including conference organisation

· help disseminate relevant information to subject associations about such things as curriculum developments, resources, conferences, government agency announcements and contracts
· liaise with the Ministry of Education and enhance the communication channels between subject associations and the ministry.

About this Proposal
The Ministry is seeking proposals from organisations to host and support a person or full-time equivalent to support and coordinate the Subject Associations from 30 January 2007 – 30 January 2008. 
The following is an outline of the processes involved and the services and personnel to be provided:

The Contractor

1. Application process
· Prepare a Job Description for the Subject Association Co-ordinator in conjunction with the Ministry of Education
· Advertise the position, as appropriate
· Process applications ready for the selection panel.
2. Selection process

· Identify selection panel  membership in conjunction with MoE senior adviser in charge of the project
· Coordinate and facilitate selection panel and selection meeting

· Communicate in writing to inform all applicants the success of their application.
3. General administration and support 
· Develop a timeline for the project
· Liaise with MoE adviser responsible for the Subject Association co‑ordinator
· Prepare, present, evaluate and modify as necessary, a programme of coordination which meets the objectives of the contract

· Achieve and report on identified milestones through written progress reports at each milestone submitted to the Senior Adviser, including a  statement of financial position and any other points of significance relating to the project

· Manage all administrative work associated with the project in an efficient manner

· Manage the project budget in a business-like manner
· Provide a safe and appropriate work space, computer, telephone and other necessities for the Subject Association co-ordinator to be able to adequately perform this role
· Arrange travel and accommodation for the Subject Association co‑ordinator when appropriate and within the specified budget

· Manage the Subject Association co-ordinator’s performance appraisal at agreed intervals.
Ministry of Education
The Ministry will:

· appoint an adviser who will administer all aspects of the contract for the Ministry.  The adviser will be the official Ministry representative who will liaise with the contract project director;

· monitor the contractor’s work through a series of reports at agreed milestones;

· evaluate the programme by such other means as it considers appropriate; and

· be responsible for payment to the contractor.

Proposal Preparation
Organisations are invited to submit a proposal that demonstrates they have the relevant experience, skills and physical capacity to ensure effective and efficient support and administration of the contract.
The format and content of the proposal will be as follows:
a) Covering letter - A letter of introduction
b) Description of the proposal - This should include:
· an overview  of the proposal
· A proposed timeline, including starting and finishing dates, dates of milestones and specific tasks to be achieved at key dates

· details of the proposer’s ability to provide a safe and adequate working environment, including a description of the logistical considerations and an explanation of how these will be addressed
c) Key personnel – This should outline:
· the name and contact details of the proposed contracting organisation
· the experience and capability of the organisation to manage, deliver and monitor the project including evidence of:
i) experience in relevant contract management;

ii) experience in implementing and ensuring effective quality of service delivery;
iii) the proposer’s ability to communicate effectively both with the wider education sector and with the Ministry of Education;
iv) the proposer’s ability to manage performance appraisal.
d) Estimate of costs – The estimated cost of this proposal is $120,000. This section of the proposal must provide an estimation and/or breakdown of a final cost as a means of satisfying the Ministry that the proposed Subject Association co-ordinator role is practical and cost effective.  
Proposers should have considered:

· professional fees: remuneration for professional services of proposer and assigned personnel;

· professional expenses:  remuneration for professional expenses which might be incurred by the Subject Association co-ordinator e.g, travel, meeting/hui costs;

· project operating costs: (secretarial, postage, stationery etc); and

· Goods and Services Tax (GST).

e) Referees - Names, designations, addresses, telephone and email addresses of two referees who can be contacted regarding the proposer’s competence to carry out the project if the proposer has no other contracts with the Ministry of Education.
Inquiries

All inquiries related to this proposal should be addressed to:
Beverley Jackson
Senior Adviser 

Secondary Education
Design and Learning Outcomes

Ministry of Education
Ph (04) 463 8545 or e-mail: beverley.jackson@minedu.govt.nz 
Selection criteria

The proposals will be evaluated against the following criteria:

i. The proposer’s experience in appropriate and relevant contract management.
ii. The proposer’s ability to provide a safe and adequate working environment.
iii. The proposer’s experience in implementing and ensuring effective quality of service delivery, particularly to secondary school educators.
iv. Evidence of the proposer being organised, methodical and having well developed management skills.
Proposal Evaluation Criteria

Proposals will be evaluated by a panel including both Ministry and sector representatives.  The criteria for selection will be:

· The experience and capability of the organisation with regard to contract management, including meeting all milestone deadlines.

(20 points)
· The capability of the organisation to provide a safe and adequate working environment







(20 points)
· The quality of budget information 




(10 points)
Processing of these proposals will be undertaken according to the procedures used by the Ministry of Education for selection processes.  Please note that it will not be possible to provide individual detailed feedback to unsuccessful applicants.
The successful proposer is required to be registered for GST with the Inland Revenue Department.
Tender Process and Key Dates
RFP distributed                                                  
7 November 2006

Submission of tenders                                     
27 November 2006

Reviewing of tenders                                         
4 December 2006

Notification of outcome                                      
11 December 2006

Initial scoping meeting with Ministry                  
15 December 2007
Proposals are due by 4pm on 27 November 2006.  There will be no extensions to the due date.  All material submitted for tender will be treated as confidential.  The Ministry of Education reserves all rights in relation to tender selection.  The lowest tender will not necessarily be accepted.

The entire RFP process, including communications and negotiations, is confidential to the Ministry and the tenderer.  While information will be treated in confidence, tenderers should be aware that the Ministry may be required to disclose information if requested to do so in terms of the Official Information Act 1982, or possibly the Privacy Act 1993.

All submitted proposals and any material submitted by the tenderer to substantiate the proposal become the property of the Ministry and will not be returned to the tenderer, at any stage, irrespective of the outcome.
Forwarding Proposals

Please forward five unbound copies of your proposal to:
Anne Adams

Design and Learning Outcomes
Ministry of Education.

Private Box 1666

WELLINGTON
anne.adams@minedu.govt.nz
Electronic versions will also be accepted, but hard copy should be posted at the time the electronic version is despatched.  The Ministry of Education works in a PC environment using the Windows XP operating system with Office 2002 desktop applications including Word, Excel, and Access.  Any documents should be able to be read by this system.  Our preference is for Word 98 or 2002 but we can accept rich text format and text file format.  Apple users must save their files on to PC Formatted disks.  Electronic versions should be sent to: anne.adams@minedu.govt.nz

