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	Date: 8th September 2014

	ITT reference number: SCI/FIN/GA/001/2014


Co-sourced Internal Audit Services Tender – Questions & Answers
	Q 1
	Format – You have kindly provided a template.  Do we need to complete as provided or can we absorb into a broader template (as long as we keep the order)?  

	A 1 
	We are relaxed about this, it is your choice, but yes please keep the order.

	Q 2
	Is the proposed team required to be wholly UK based? 

	A 2
	Our criteria is for the best suitable team.  Our team is not wholly UK based. 

	Q 3
	Is there a deadline for clarification questions?

	A 3
	We have not set a deadline, but the sooner the better.

	Q 4
	Can you confirm that expenses will be dealt with outside this tender process?

	A 4 
	We would expect to pay normal business expenses in line with SC policies and procedures.  

	Q 5
	What is Save the Children looking for in respect of warranties and guarantees?

	A 5
	It is for the prospective tenderer to decide whether this is relevant to them. Generally warranties and guarantees would be on products/goods.

	Q6
	What type of security training would you expect us to be listing against named individuals? It is difficult in that this is not something professional firms do even when their staff spend a lot of their working time in developing countries.

	Q6
	Personal safety and security training resources carried out within SC can be divided into two broad categories:

· Personal safety and security on-line training resources carried is required of all SC travellers (including those traveling under SC auspices). 

· GSS-approved HEAT training (face to face) is highly recommended for SC travelers to high and very high threat countries.
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Considering the size, geographical spread of the organisation and cost implications, SC recognises that it may not be possible to provide each and every staff member with both categories of trainings. Virtual computer based training is adequate for apprising and preparing the staff for dealing with the dynamics of various risks related to delivering aid work in medium to low risk threat environment. While in high and very high threat environment, depending upon the situation additional face to face personal safety and security trainings (HEAT) is highly recommended. 
At 31 July 2014 the following countries are designated as restricted travel countries: Afghanistan, Central African Republic (CAR), Chad, Colombia, Democratic Republic of Congo (DRC), Egypt, Guinea, Iraq, Lebanon, Liberia, Kenya, Mali, Nigeria, Pakistan, oPt, Sierra Leone, Somalia, South Sudan, Sudan (including Darfur), Syria, Ukraine and Yemen.
This is not a travel ban. Travel to restricted travel countries require additional procedures to ensure that travellers are prepared, have necessary information, and ensure any questions or concerns are addressed before departure. The procedures are as follows:

· In addition to Country Director (or equivalent) approval of travel to all Save the Children offices, all SCI travellers going to or through any of these restricted travel countries must receive approval to travel from Global Safety and Security via the SCI online Travel Authorization Request (TAR) system. 

· For non-Save the Children employee guest travellers, it is the responsibility of the Save the Children staff member sponsoring the trip to ensure that an Essential Information Form (EIF) and TAR form are completed for the guest traveller. Please see SCI's travel and expenditure policy and travel procedures for details.
There are several HEAT trainings available that SC Global Safety & Security has pre-approved.  Please let us know if nominated staff have completed one of these courses in the past three years, since if they have they would have met our requirements.

At this stage our risk assessment is that for staff not required/intending to travel to the north of Mali or north of Nigeria, HEAT training is less critical however we would prefer if staff were able to travel where possible.  Any travel to CAR should definitely have, or be prepared to participate in HEAT training before departure.  SCI see this as an important duty of care responsibility. More details and costs are in the attached embedded document.

  

	Q7
	You asked us to fix fees for the duration of the contract. Is this two years or four?

	A7
	The tender asks whether fees will be fixed for the duration and, if not, what fees are proposed over the period.  The contract is for an initial 2 years with an option for a further 2 years.  

	Q8
	You ask for three employment references for each deployed resource.  Whilst this may be relevant to an agency, would this also be relevant to a professional services firm?

	A8
	We are seeking confirmation that references have been asked for and received and reviewed as acceptable to you.  We reserve the right to ask for copies of these references.

	Q9
	Much of the requirements table, when talking about the experience and skills appears to be geared more to an agency than a professional services firm because it is about the individuals demonstrating capability as opposed to the firm. Was this deliberate?

	A9
	We would reasonably expect that CVs demonstrate individuals proposed to work with SC have appropriate skills and experience to meet the need of the assignments they are proposed for.

	Q10
	Please can I ask how you would like xx to comply with the clause in the last bullet point of page 16 of the ITT about Conflict of interest/Non Collusion?

	A10
	To meet the professional auditing standard of independence and objectivity it is expected that, professionally, individuals carrying out internal audit work will have not been involved in the design or operational delivery of processes and risk mitigation frameworks that they are reviewing.  
We seek confirmation that this is the case.  For some tendering organisations the provision of other advisory/audit services to an INGO may represent an unacceptable conflict of interest whilst for others an appropriate separation of management and control can be implemented. This is for the bidding organization to consider.  

Where separate of arrangements are intended to be implemented we seek confirmation as to the extent of work carried out with SC and how appropriate separation of responsibilities will be managed.    

	Q11
	Partly related to the above question, I would also like to be clear if it is acceptable to give SCI’s Global Assurance team as a reference in our submission, as if possible we would like to do so.

	A11
	Yes it is acceptable for SCI to be a reference, however we would ask for 2 non Save the Children related references. 

	Q12
	We will be submitting a response to the above opportunity could you please confirm if you require our proposal to be submitted in both email and hard copy format?

	A12
	I would confirm the proposal should be submitted by email and hard copy.
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SCI TRAVEL PROCEDURES FOR SCI AND SC MEMBER STAFF AND GUESTS



I. OVERVIEW

These procedures support the SCI Travel and Expenses Policy (December 2013). 



These procedures apply to all SCI, SC member and guests travelling to SCI field offices.  SCI field offices include regional office, country office, project office or any office established for our work, whether humanitarian or development.



Save the Children field offices around the world receive numerous visits from centre staff, member staff, board members, donors, government representatives, technical assistance, researchers and others. In order to ensure that these visits proceed smoothly, with minimal disruption to field operations, and to derive the most professional benefit from the often significant financial investment, and to ensure that the field office is in the best position to render assistance to the traveler, the following travel protocol shall be followed.



II. TRAVEL PREPARATIONS



1. HR profile for emergency situations: all SCI staff shall complete the next of kin, emergency contact and proof of life forms so that all requisite information of the traveler is accessible in case of a critical event.  These files will be kept in confidence and only shared as warranted by the situation and consistent with laws and norms governing confidentiality.



2. Initial communication: the traveler should communicate with the regional office/country office, copied to the Country Director/Regional Director, to determine whether the visit is feasible and to begin the detailed planning. The communication should include:

· the general purpose of the proposed visit

· possible timing of the visit



3. Scope of work: once the country office/regional office confirms that a visit is appropriate, the traveler draws up a scope of work and submits it to the Country Director /Regional Director for approval.  A copy of the scope of work should be attached to the online travel authorization request (TAR) (or Essential Information Form for non- SC employees) and can be attached to subsequent trip reports.



4. Travel approval: once the CD/RD has approved the visit, the traveler shall complete the online travel authorisation request (TAR) form and submit for authorization to the appropriate budget holder. The TAR system is an online, pre-approval mechanism for all Save the Children International business travel. It is mainly a financial accountability tool with safety and security features built-in. TAR forms must be completed and approved before tickets may be booked. The TAR system is not a travel booking system. It’s best utilized once all parties have agreed upon a trip scope of work, two to four weeks before travel commences. The TAR system, which houses TAR forms and EIF forms, can be accessed on OneNet: https://onenet.savethechildren.net/tools/travel/Pages/default.aspx 



5. Travel booking: the traveler books flights via the SCI Travel Manager (centre staff) or directly with Diversity Travel (all other SCI staff) and e-mails copies of the itinerary, once finalized to:

· country office/regional office

· traveler’s supervisor.
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* Note to centre staff: Follow the same sequence above; however contact the Travel Manager instead of Diversity Travel for quotes and bookings.



6. Pre-departure information (PDI): prior to departure travelers will receive an email with pre-departure information that includes information and analysis from a security service provider and specific information prepared by the country office.  Copies of the PDIs can be accessed on OneNet:  http://onenet.savethechildren.net/sci/security/Lists/pre_departure/AllItems.aspx 



7. Restricted travel countries: for travel to ‘restricted travel countries’ travelers are required to receive Global Safety and Security approval via the TAR system. Restricted travel country status is determined by Global Safety and Security assessments and/or a Country Director’s request for restricting travel based on internal considerations.  The updated list of restricted travel countries can be found on OneNet: http://onenet.savethechildren.net/sci/security/Lists/Restricted%20Travel%20Countries/AllItems.aspx 





8. In-country briefings:  all travelers to SCI country offices/regional offices will receive an in-country safety and security briefing within 24 to 48 hours of arrival (and before traveling to the field).  All travelers are required to abide by RO/CO safety and security policies and procedures.



Travel Procedures for Non-SC Employees



Background

In addition to Save the Children International staff who travel to the field, many others travel on behalf of SCI or under SCI auspices, including but not limited to: donors, sponsors, celebrities, board members, interns, volunteers and consultants. In order to ensure that Save the Children is in the best possible position to render support to guest travelers in the event of a critical incident (accident, illness, evacuation, medical evacuation, etc.) it is necessary to have on file specific guest traveler information.   The essential information form (EIF) has been designed to record personal data on all guest travelers.



Procedure

The EIF is to be completed and submitted by the designated staff member of the SCI unit responsible for and/or sponsoring the guest traveler(s). The designated staff member shall also forward the appropriate updated pre-departure information (PDI) to the guest traveler(s).



The EIF is accessible on OneNet through the TAR system site. 

Guest traveler information will be deleted from the EIF database within 30 days of the end of scheduled travel.



Each traveler will also need HR clearance that the relevant level of child safeguarding check/training has been undertaken.



All inquiries regarding these revised procedures should be submitted to:

gss@savethechildren.org



SAFETY AND SECURITY FOR TRAVELERS



Even for the most experienced travelers, safety, security and health vulnerability increases when traveling. During this time one may be staying in unfamiliar accommodation in a foreign environment and culture. In addition, the traveler is often carrying valuable possessions (laptop computers, cameras, iPods, etc.) that may draw the attention of criminal elements. Taking appropriate measures to secure one’s belongings and using good judgment can effectively reduce one’s vulnerability. Save the Children has established several measures to support staff and help reduce their personal risk while traveling.



Travel Tracking – Save the Children International participates in the PinPoint travel tracking system as part of Diversity Travel services. These services allow GSS to locate travelers, send email updates, SMS updates and more. 

ISOS Travel Portal - Save the Children has contracted with ISOS for security analysis and support. Among the services available is traveler assistance. For pre-travel security information ISOS has created the SC travel portal that allows access to real time health, safety and security information on all SCI country destinations.  Access the portal at: http://www.internationalsos.com/MasterPortal/default.aspx?membnum=11BYCA000052 





Global Safety and Security on OneNet– safety and security information and links to useful websites can be accessed on OneNet at: http://onenet.savethechildren.net/sci/security/Pages/default.aspx 



Requests for information related to SCI traveler safety and security can be made through gss@savethechildren.org. 



SC Personal Safety and Security E-Course – all SC travelers must complete GSS approved personal safety training prior to field travel/deployment.

The Save the Children Personal Safety and Security e-course is now the GSS approved e-course replacing the IFRC Stay Safe – Personal Security course (English version). Non-English speakers may still submit IFRC completion certificates to fulfil Save the Children training requirements. The PSS e-course is also available in Spanish, French and Arabic. For those staff who have already completed the IFRC Stay Safe – Personal Security course, certificates remain valid for 36 months from the date of completion. Of course, we welcome all staff to complete the new and exciting PSS e-course anytime. For all new training and refresher training, the Save the Children PSS e-course will be required.

Access the PSS e-course here: https://onenet.savethechildren.net/sci/security/Pages/Training.aspx 

For those who wish to fulfil Save the Children's training requirement in a language other than English, Spanish, French or Arabic, please click here for details.



For those travelling to restricted travel countries, participation in the advanced personal safety and security training course is highly recommended (details below):





· SCI has contracted a provider to conduct four day hostile environment training.  This training is highly recommended for travelers to restricted travel countries.   This training is available in London and can be arranged through Kamran Saeed (kamran.saeed@savethechildren.org).  The cost of this training is approximately £700 which should be funded from the traveler’s budget.



Further information on safety and security training can be found on OneNet at: http://onenet.savethechildren.net/sci/security/Pages/Training.aspx 



In-Country Safety and Security Briefing – all visitors traveling to SC country offices will receive a safety and security briefing within the first 24 to 48 hours (and/or before visitors travel to the field).  A standard briefing includes a summary of SC programs in country, identifying potential risks facing SC staff and visitors, a review of safety and security measures established by the CO, specific guidance (safety, security, behavioral, cultural, etc.), expectations of visitors, emergency contact information, city/country map(s), etc. Some country offices may provide local cell phones for visitors. Travelers are encouraged to request a safety and security briefing if for some reason the briefing is not offered by country office staff in a timely manner.



NOTE: country offices, regional offices, central departments and/or members hosting events in the field (including workshops, trainings, conferences, etc.) shall ensure that all participants receive the pre-departure information and that time is set aside at the beginning of the event for participants to receive a safety and security briefing from the appropriate Safety and Security Focal Person (SSFP).



Embassy Registration – SC travelers are encouraged to register with their respective embassies/consular offices at the destination country. Should a critical event occur the embassy may be able to render valuable assistance.  Please refer to OneNet for details: http://onenet.savethechildren.net/sci/security/Pages/TravelerSafetyandSecurity.aspx  



Incident Reporting – SC staff are required to report any safety or security incidents to the Country Director or designated Safety and Security Focal Person (SSFP). When in doubt about whether an incident should be reported – ASK.  Should the incident occur outside the country office or if it is not possible to report in-country, SC staff should make a report to GSS at gss@savethechildren.org. 



SCI Business Travel Insurance

SCI has business travel insurance for centre and international staff.  A business insurance card and pack can be obtained from sabrina.willabus@savethechildren.org  for SCI central staff and is also available from HR in country offices.



Medical Evacuation

Save the Children’s insurers, AIG provide a 24-hour medical assistance and evacuation service through their “Lifeline Plus” service, operated by their associated company, Travel Guard. It is the individual traveler’s responsibility to understand medical evacuation contact information and procedures and to inform their country office host of any health/medical concerns and to confirm medical evacuation coverage.  Access the appropriate information for SCI staff here: https://onenet.savethechildren.net/tools/QualityFramework/QFDocuments/Forms/HRProcedures.aspx





Traveler Feedback – any feedback on the quality of safety and security support received or not received should be provided directly to the host Country Director with copy to gss@savethechildren.org. 
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