TERM OF REFERENGE

{Development of a Quality Management System Certlfiahle to 1SO 9001:2015 Standard for
the Municipality of Loon, Bohol - Phase 1)

I. INTRODUCTION

The clear and compealling direction of the current Adminlarearion otensalies the oggd
for QOVErnment agencics Lo comply wilh Excculive Ordaer No. &UR, Institutionalizing
the Structure, Mechaniams, and Standd (o Inplanent the Govenmment Quulily
Managemant Program, which was Issued to effect Improvement in public seclor
performance by ensuring the consistency of products and services through quality
processes.  Fffeclive management and good yovernance are essentlal elements of
quality that can he achieved Lhrough an effective Quality Management System (QMS).
Aligning an arganization’s planning, service, Al support aperations to IS0 9001
International Standard is onc reliable approach in aestablishing 8 OM&S. This
melhudulogy provides o clear perspective of the quality system requiremeants and the
Arsas of contral to snsure consictancy In the quallty of services and continuous process
Improvement Intendad to generate approaches Lo imymove cilizen sdalisla Lo,

I1. Objcctive and Scope of Woark

Tha projact alme to astablizhes 3 OMS certifable L 150 DOUL: 2015 slundard lur LEGU
Loun, Bohal covering Its managamant, core, and 2UpporT peocesses and ool
improvement in the gqualily of s services on the provision and requiation of quality
public: serviees, legislation, programs, and projects In the areas of health, social
welfare public information, anvironmental management, public transportation,
touriam, public safely, and euunomic development.,

Specifically, it shall;

A. Enhance the understanding and appraciation of key officeis and stall on Lhw
prinuiples amd requirements of TSO 9001: 2015 standard;

B. Levelop the capabihlics ol kay ollivers and statt in preparing for and sustalning
the 150 9001; 2015 certification;

C. Prapara the documentation and implementation requirements for QMS certification
and for maintaining and sustaining the estabhshed QM=

I1I. SCOPE
e Tollowing are Uhie scope ol work Invelved:

A. Tacllitate the establishment of ISO 9001:2015 QMS covering Lthe provision and
regulation of qualily public services, legislation programs, and projects In the
areas of health, soclal welfare, public  Information, environmental

management, public infrastructure, tourlsm, public safety, and ecanomie
devalopment, Incated at the Municipality of Loon, Bahol

B. Develop and conduct customized Orientation of S0 9001:2015 QMS, Training
Course on I1SO 9001:2015 QMS Requirements and Documentation, and
Training Course on 5% Quality Workplace for the QMS Core Team and selected
officers and slaff of LGU-Loon

C. Provide technical guidance on developing the required documented Infarmation
such as quality policy, quality objectives and plans, and quality procedures.
Specifically, the sald technical guldance covers the following: 1) Conduct ot
workshop sessions, 2) Review of the workshop outputs, 3) Provision of Inputs
for improvements, and 4) Checking of finalized documents to ensure their
alignment with ISO 9001:2015 standard

D. Provide technical guidance in Implementing and cascading the established QMS
in LGU-Loon. Specifically, the QMS Core Team will be guided in planning for




the Implementation and cascading of the established QMS throughout LGU-
Loon

E. Conduct an assessmenl on LGU-Loon's initial quallty performance hefore
Implemantation of 150 9001:2015 QMY Lo determine gaps and critlcal areas
for improvement, as well as, the effccliveness of the established QM3 to
determmbog Uhe gxelent of conformance of LLU-LAaR'R M RQRINAE i fnirmum
raquirémaent of 14U DUUL:LU1S stondard and recommend final prepaiativis of
Lhe TG 900 1: 2015 rerrificarian process

IV.PROJECT ACTIVITIES AND DELIVEHABLES
Ta reallza the project objeclives, the following shall ba undsrtaksn:
A. Pruoject Mohllization
Pyepare of Delailed Prujuct Work Plan

Ihe Service Provider's Project Team shall prepare the detailed project work plan
which |5 Intended Lo prasent the ohjectives and scope of the project, as well as,

outling the activities to be undertaken, the timetable, and relevanl project
TRQUIrBIEnts,

Expactad Ourpur 1 'rojcct Work Plan

B. Quality Management Systam Awareness and Capabllity-Bullding

1. Orienlation on IS0 9001:2015 Quality Managamant System
The arlentation ans Lo mbroduce service and quallty concaprs and Pl
an davalap/enhandce parbiopanty” awgreness, understanding, and appreciaion
al 1500 9001:2015 QMS, underlining tha impoarrance and Denelils of

Implamenting/astablizhing OMS i Uhe public sector for Improving semace
quallty and praduclivily.

I'he urientation shall provide an avarview of the project components, roadmap,
ar wall, as the 10les and respunsibililics of the top managamanr, key office s,
amd staff, i e gligelve mplemantetion of QMa.

Expucied *a) enhanced participants’ AWAICNCEs,
Outputs understanding, and appreciation of quality In the
public sector and 150 9001:2015 QMS
b) Gathered commitment of | GU-1oon established
beyond comphlance

2. Training Course on IS0 9001:2015 Quality Management System
Requiremants and Documentation

The course aims to develop participants’ knowledge and understanding of
quality concepts and principles, and the requirements defined in 150
9001:2015 standard, as well as, relevant statutory and regulatory
requirements. The discussions shall provide an overview on how to eslablish,
implement, maintain, and continually improve the QMSA

Workshops and exercises shall be facililaled to enable the participants to
demaonstrate their inlerpretation of the requirements, as well as, thelr skllis In

drafting the documented Information within the context of their LGU-Loon.
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Expected : a) Cnhanced participants’ knowledge and  skills un
Outputs 150 9001:2015 QMS requirements and
documentation

b) Dratted:

| Ruiginmees LYy s

Il OMS wewpe slatement

nm. Quallty polley

v Ligt ot internal and sxtarnal lecusn

¥, Relevanl inleresled parlles' nesds and
sxpectations

vi. Risks sl opportunitiss reqlerry

vil. Cnhanced plamimyg ducuments (e.qg.,
QPCR/TRCR, aperations plan, balanwe
SCOreCand

3. Training Course on 58 Qualily Wurkplace

The course alms Lo develop participants’ knowledge and apprediation olthe 5%
Qualry warkplace in government and its impartanca In improving podduglivily
diid yualily In the workplacs, Tk likewlss Inrends to supporl Uig nnplemantation
of UMS by way ol capauilating the L{GU-1oan to malntaln a high standard ul
WOrkplace envinemmeril.

Fxpected oa) Enhanuesd participants’ knowledge and
Qutputs appraciation of the 55 Qualily Wurkplaus
b) Draft LGU Loon Quality Workplace Standards
l‘:) I GL-1 nnn/Divislan/Individual Qualty
Worlkplace aclion plan

C. Technical Guidance on Quality Management System Documentation and
Implementation

1. Workshop on Process Mapping and Risk-Basad Quality Planning

[he workshaop alms to dafine rhe seape of the QMS Lo delerming tha diffarant
proceesas that will he covered, and enhunee the high-laval hugingss proges:
map that intedqiates ond aligne Lhe suld proceszs= o achisve the desied
oulcomas ol Ltha LU=l oon,

L shall Include tha review and enhancement on the identification of relevant
internal and cxternal Issues; nesds and expectation: of inlurested parties;
quality policy; and, assaciared risks and opporlunitics, as well ag, quality
abjactivars thar may necd L be addressed through risk-hazad quality planmng,

Expactad  Enhanced versions of the following:
Outputs 8) Business process map
b) QMS scope statement
c) Quality policy
d) List of Internal and external issues
@) List of relevant interested parties’ needs and
expectations

f) Risks and opportunities registry
@) Enhanced quality objectives (e.g., OPCR/IPCR,
operations plan, balanced scorecard, etc.)

2, Workshop on Qualily Management System Documentation

The workshop aims to formulate the structure and controls for QMS




documented information. It shall develop specific documented information to
be maintained to describe the QMS, establish quality controls for its processes,
and align with ISO 9001:2015 requirements toensure consistent delivery of
quallty products and services.

To Lhe prgeesy of ducuimentation, BXIETnG MAanagemcnl approuches shall ha
rvaluate viv-d-vis the raquiramaonts of [SO O001:201% standard to sndne
the avallabliity, mdequacy, sl effecliveness of the QM5 decimentod
infarmarion

The wuorkshop shall alsa inrraduce knowledge management to develop
participants’ awarcness and undsrstanding of the imperlance of mananing
vivaiizativial knowledge for improved sfhcgney ol proceseas. Tt shall facys
on delermining, documenting, and maintainingtha arganizational kogwlcdye
necassnry for the opecation oF processs, and making It avananic, 1o Uhé: éxtent
NRCREEARY, U0 aclieve wonlormity of praducts and sopvices.,

Expected o Draft of Lthe fullowing documents:
OQutputs a) QM5 manual
b) Locumented procedures on QMS-raguired
infermation (&.q., Control of Ducuimented Info,
Contral of Nﬁl‘u‘n’n“llmnnl,y Jnd  Corractlva
Actlon, Tnternal Qually Audil)
t:) Custamat =alislaclion, Managsmant Reaview,
Knowledge Managementprocedures/quidelines
d) Document/description aof knowledge
Management practices

2. warkahap on Bervice Procass Impravamant

Ihe workshop alme to effect actual process/service quality improvements In
the LGU-Loon's QMS. Tt shall develop streamiined processes or enhanced
sunvice features to Improve service delivery etticlency and effectivensess,

Wurkshups an process raview, work simplitication, salutions formulation, and

planning for Implemceniation shall be facllitatad o #Mecl acogl provemants
In procé&s/sevie delivery,

Expected : A) Draft documented strenmiined processes
Outputs b) Draft inprovemnent actlon plan
€) Munitoring of Streamiined I'rocesses

g

Tachinical Guitlaner nn EFnhancamant of Updn Alanal Controls
andProcaduras

The aclivity aims to establish effective controls for all relevant processesof the
IGU-Loon. It shall include a review of existing process controls and
documented informatlon to ansure alignment ot operational and suppoit
processes. It shall also Include planning and Implementation of Improvament

actions.
Expected : 8) Final/enhanced operational procesaes
Outputs b) Enhanced process/service quality Improvement
action plan

D. Quality Management System Assessment
Initial Quality Performance Assessment

This activity aims to identify performance gaps and service qualityimprovements
that can be addressed through the establishment of a QMS.




The assessment will focus on quality performance with the findings to bepresented
and discussed, not only to the top management but to the general employees for
commaon understanding, ownership, and acknowladgment.

Expected ! A) Imtial  Assessment Heport (IAR) on  Thair

Oulpuly productivity, aquallty, cost, and dallvary (POQCD),
Including parfarmanca gape, carvica quality gape,
mte.

b'] Bosehimge dhala ul propeclZroananesnenl Syslonm
indicarars, incliuding indicarars far the MTRONR
managamant, cora, and ruppart procaseas

V. Schedule of Work

No. | ACTIVITY TIMEFRAME
| FPraparation of Datallad Projact Wark Plan Manth ()
2 Inltlal Quallty Performance Assescment Month |
3 Onanlation on 150 9001: 2015 Quality Manageimeaint Maith 1
4 Tralning Course on ISO 9001: 2015 Quallty Month 2

Management System Requirements and
Documentalion
< Warkshop on Process Mapping and Risk-Daszed Manth 2
Quallty
b | Traming Course of 55 Qually Workplace Maonth 2 -
7 Warkshop on Quallty Management System Month 2 - 3
Documentation
2] Workshop on Service Process Limprovement Month 3
9 lechnical Guidance on Cnhancement of Operational Month 3 - 1
Controls and Procedures

Note: COntract Luration of two hundred farty-five (295) days

VI.Projact Tarms and Conditlons

A. The Service Provitder ghall:

a. Orgamra a réaam wha will conducr the pragect withun the agreesd

b.
C.

d.
e,

f.

timaframa;
Prepare the program and course designsg for the onentation,
Lrannngs, semimar and workshop activilies;
Provide ona =at ot arlentation, training and workshap materials for
reproduction by the LGU-Loon, for each course to be conducred;
Provide resource persons and facihlator;
Provide the certificates to quallfied participants of training courses
conducted;

Review the draft documented information and recommend necessary revisions
to ensure their alignment with ISO 9001:2015 standard;

Provide Lechnical guidance to counterpart team in the establishment and
implementation of the LGU-Loon QMS;

Conduct assessments of the LGU-Loon’s initial quality performance priorto 1SO
9001:2015 QMS implemenlalion and Lthe effecliveness of the established QMS
in order to identfy performance gaps and recommend final preparations for
the ISO 9001:2015 certification process.

B. LGU-Loon shall:

d.

Designate a counterpart support team who will work closely with the Service
Provider Project Team regarding technical and administrative requirements of
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the project, including monitoring of the progress of the project activities;

b. Provide logistical requirements of the project face-to-face or virtual aclivities,
such as orlentatlon/ training/ workshop/ seminar/ meeting venue,
accommaodation (when necessary), equipment (1CD projector with laptop),
training supplies, reproduction of orlentation, tralning and workshop materials
Lo the participants, and meals and snacks of the parlicipants and the Sarvice
Frovide Fi wjmul Tean, o oo ||||'.|In|'| ol wirgygl ULTIVITICS, OE applCcABIA;

c. Frovida tranepartanian for the seeace rovider Nroject Team, fram thale offics
ta ovientativn/ Laming/ workshup/meeling venue and vics-verea:

A Dall ey vgeyyyary docurmented Infermatlen, Including speaiic UMY related

furms and teoly, and moke the NACSERAIY Fevidion= o mosane Dhelealliomgnl, Lo

IS0 9001 2015 slandurd, with guldance from tha Sarvice provider I'roject

leam;

Ensurc mnplementation of relevant praject activities, including unprovemesnt

action plans, and provida policy support for the implementation of quallty

ayalums and procedurss adaptsd by tha | G- Logn;

[. Enkura avallablliry and parricipation of sloll/ porticiponts concarnad duiing e
conduct of prajact activilies,

0. Enyure Uhal the project [k complarad wirhin the aorecd duration;

h. The payment of thigs project = Fhase 1 will be as Tulluws:

"

No. ACTIVITY : % | COST(PHP)
| Hpen aubinigzion and aeceplance of Datallad | R 188, /80,00
Wil Plan Ll
d o Upon complelUon of Lhe following: 1"%h 158,780,00 |

(1) Imimal Quahly Perlurnmanee Agscasment
(2) Orienlalion on 150 9n01-2015 Quality
Management System u
3 | Upon the completion of the Tralning Course un 20Y% 211,680.00
TSO 9001:2015 Qualily Managumant System
Requirameants and Documentalivig
a4 | upan campleton of e following: 209, 211.680.00
{1) Wurkzhup on Process Mapping and Rizk-
Bagad Quality Planning
() Training Course on 55 Quality Warkplace ‘
Upon completion of the following: 20% 211,680.00
(1) Warkshoap an Quallty Manageiment
Syzlem Documantation
(2) Warkshop on Service Process
L owvengenl :
-} Upon complation of tha Tachnleal Guidance on 10U |‘n5,n4n,nn
Frhancement of Operalivnal Controls and
Procedurcs

(B}

TOTAL - PHASE 1 | 100% | 1,U5H,400.00
1he tolal project cost is inclusiva of 12% VAT,

I Fay an additional fee vl lwanly-tive pereent (259) of the project activitycost for
scssions  held on a weskend/holiday

Prepared by: _—>

o




