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Terms of Reference for correspondence Activities 
	Program:
	World Vision Albania

	Type of Contract:
	Service contract 

	Date:
	Februry 2025 


Introduction
Background Information on World Vision Albania
World Vision International is a Christian, Community based and Child Focus organisation. World Vision works in 100 countries around the world, serving to and partnering with all people regardless of religion, race, ethnicity, capacity, background or gender. World Vision in Albania started to operate in April 1999 in response to the Kosovo refugee crisis. 
Purpose of the Service

This service aims to provide comprehensive healthcare support to employees, including routine medical check-ups, emergency medical assistance, and health consultations. By having a dedicated doctor, the organization seeks to promote a healthy work environment, enhance employee well-being, and ensure timely medical intervention when necessary. This initiative underscores the organization's commitment to adhering to legal requirements and prioritizing the health and safety of its workforce. These service contracts will be available for a period of 36 months (three years). The work is expected to start on February 2025 and finish on January 2028.
The main duties that this person is expected to accomplish are as: 

Compliance with Albanian Legal Requirements
· Ensure compliance with Albanian legal requirements for occupational health.

· Manage the Fitness to Work process in alignment with the HR Department.

· Conduct the Medical Cartelization process for each staff member and perform periodic dedicated visits at the Client’s premises (monthly visits).

Medical Assistance
· Provide 24/7 trauma and life support assistance as per the MER Plan.

· Extend medical assistance services to MEDEVAC.

Consultancy and Training
· Conduct detailed risk assessments for each job position according to relevant laws.

· Prepare and implement the EMR Plan.

· Manage reports on accidents at work and occupational diseases.

· Train and qualify the emergency team.

· Manage the “Health and Safety” training course evaluation questionnaire process.

Record Keeping and Reporting
· Draw up records and reports to verify the applicability of health and safety rules.

· Manage the activation of the EMR Plan and the evacuation process.

· Serve as a consultant in the “Safety Council at Work.”

· Manage the “Daily Medical Visits” Register and assist in managing the Register of accidents.
Required experience and skills of the consultant, 

· Occupational Health Diploma (general medicine)

· License granted by Medical Authority.

·  Minimum of 5 years of experience in Occupational Health and Safety field

·  Ergonomics training and/or courses

·  Experience in Industry preferable 
Application Procedure

The interested applicants should submit the following documents:
· Cover Letter: A brief letter explaining their interest in the position and highlighting relevant experience and qualifications.

· Curriculum Vitae (CV): A detailed resume outlining their educational background, work experience, certifications, and any other relevant information.

· Medical Degree Certificate: A copy of their medical degree from a recognized institution.

· Medical License: A valid medical license to practice in Albania.

· Additional Certifications: Copies of any additional certifications in relevant medical fields (e.g., occupational health, emergency medicine).

· References: Contact information for at least two professional references who can attest to their qualifications and experience.

· Proof of Work Experience: Documentation or letters from previous employers verifying their clinical experience.

· Professional Memberships: Proof of membership in any relevant professional organizations or associations.

· Background Check: Must be cleared of legal disputes that ended in Court in the past three years. ( Deshmi penaliteti e-albania). 
· Passport-sized Photograph: A recent passport-sized photograph for identification purposes.

· Required compliance documents as per WVA's policies, child protection and safeguarding policies. Document signed. 
· Supplier registration form
· Financial Offer
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· Sign the Supplier Code of Conduct.
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· Supplier registration form
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· 
Financial Offer (Price/correspondence typology)

Questions/requests should be made by latest February 2nd , 2025 to the following e-mail address: vangjel_kojku@wvi.org
Application procedure:

The application documents should be submitted in the Provision system. WVA team will provide you the information how to access the Provision and upload the documents.
Deadline for application

The deadline for applications is February 2025 
Evaluation Criteria and Procedure

A Tender Evaluation Committee will be established in order to assess the applications and more specifically the Technical Proposal based on the following criteria:
· Qualifications, Certifications and Experience: Medical degree, valid license, and relevant certifications. Minimum 5 years clinical experience, preferably in occupational health or corporate settings. (30%)
· Medical Expertise and Previous experience with health insurance company.: Knowledge of general medicine, ability to diagnose and treat conditions, proficiency in emergency procedures. (40%)
· Compliance and Legal Knowledge and Patient Care: Understanding of healthcare laws, compliance with legal requirements, knowledge of medical record-keeping. Commitment to patient well-being, compassionate care, strong ethical standards. (20%)
· Technology Proficiency: Familiarity with medical software, electronic health records, and telemedicine platforms (10%)
· Communication Skills: Excellent verbal and written communication, ability to explain medical conditions clearly.

· Problem-Solving and Decision-Making: Informed decision-making, analytical skills, proactive approach.

· Adaptability and Flexibility: Ability to adapt to changing environments, handle emergencies, ongoing professional development.

· Team Collaboration: Effective teamwork, collaboration on health initiatives, strong interpersonal skills.

Technical proposal 

In this part, the applicants will describe the approach and methodology for implementing the tasks. The proposal will include a statement outlining the rationale for the number and relevant experience of the experts that will be included for the service.

Financial Proposal 

The applicants should provide a detailed budget for delivering all tasks according to the list of items specified below. The budget should, per item and including all relevant costs. 

*World Vision Albania maintains the confidentiality of the offer and documentation you submit based on its strict procurement policies.
Final Evaluation and Award of Contract

The contract will be awarded to the best technically acceptable proposal considering proposed prices.

The following formula will be used for combined technical and financial evaluation of proposals:

The lowest evaluated Financial Proposal (Fm) is given the maximum financial score (Sf) of 100. The formula for determining the financial scores (Sf) of all other Proposals is calculated as following:

Sf = 100 x Fm/ F, in which “Sf” is the financial score, “Fm” is the lowest price, and “F” the price of the proposal under consideration.

The weights given to the Technical (T) and Financial (P) Proposals are:

T = 70, and

P = 30
Proposals are ranked according to their combined technical (St) and financial (Sf) scores using the weights (T = the weight given to the Technical Proposal; P = the weight given to the Financial Proposal; T + P = 1) as following: S = St x T% + Sf x P%.

Only Bidders that have passed the pre-qualification process of Technical and Administrative proposals will be considered for financial proposal evaluation
Notes related to World Vision Albania Child and Adult Safeguard Policy:

All people working for World Vision Albania, or visiting its programmes are obliged to sign its Child and Adult Safeguard Policy and Behavior Protocols. This policy aims to create a child-safe organizational environment and is based on the principles of the UN CRC and its protocols. 

Important note: The contract will be awarded to the winner upon submission of official documents that certify that the full team of the project – including field team – complies with the child protection rules and procedures. The selected applicant will be informed about the required documents before finalization of the contract. 

Principles of child protection involve briefly but are not limited to: 
· Treat children with respect and dignity
· Listen to children views and opinions 
· Inform children parents/legal guardian/s and take a written consent before any interaction with children (this involves special written permission when it comes to photographs/videos)
· Be sensitive to the child age and maturity, cultural background and local social and family norms and respect them 
· Dress in culturally appropriate way. 
· Always be in the company of another adult (preferably parent/legal guardian or teacher) when meeting a child
· All visitors to WVA projects must be in accompany of WVA’s staff. 
· Do not abuse with children (sexual, emotional, psychological and physical abuse). 
*Please note that World Vision Albania personnel and visitors are expected to report any suspicions of child abuse to the National Director immediately. WV has policy and procedures that respond to accusations, which allows for a process that respects all involved. World Vision Albania holds the position that adults are always responsible for their behaviour with a child, even if a child is acting seductively.
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� At the end of this document, you may find an orientation table on the targeted schools and number of provisioned correspondences during the implementation period.
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