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SECTION 1 – SCOPE OF WORK AND SPECIFICATIONS
1.1

INTENT
The Workplace Health, Safety and Compensation Commission (WorkplaceNL) invites
submissions on the tender call for conference venue and catering for WorkplaceNL’s annual
one (1) day Health and Safety Learning Symposium for Employers and Workers for a three
(3) year period commencing in 2020 with an option to extend for an additional two (2) years
until 2024 on the same terms and conditions. Should WorkplaceNL identify needs or if
conditions change during the initial term of the Agreement, the said needs and/or conditions
may be addressed in an Extension Agreement but pricing for the Services herein will remain
firm. The conference venue must be located within the City of St. John’s, NL.

1.2

OVERVIEW
WorkplaceNL provides services to employers, injured workers and their dependents, and
the public through the administration of the Workplace Health, Safety and Compensation Act
(the Act). These services include promoting workplace health and safety in order to prevent
and reduce workplace injuries and occupational disease. WorkplaceNL also works to ensure
injured workers receive the best care possible and the benefits to which they are entitled;
and facilitates recovery and return-to-work in an early and safe manner. In addition,
WorkplaceNL administers an employer classification and assessment system, and must
ensure adequate funding for services through sound financial management.
WorkplaceNL is organized along four main functional areas: 1) worker services; 2) employer
services; 3) corporate services; and 4) financial services. These functional areas support the
organization’s three main lines of business:
1. Education on the prevention of workplace injuries, illnesses, and occupational
disease;
2. Claims management for injured workers; and
3. Employer assessments (insurance coverage).

1.3

SCOPE OF WORK
1.3.1

Proposed Dates
 The Symposium is a one (1) day event to be held in St. John’s, NL each year
between 7:30 a.m. and 6:00 p.m. on one of the proposed dates noted below.
Audio-Visual equipment set up must be able to commence no later than 6:00 pm
the evening prior to the symposium.
o 2020 – October 6, 7, 8, 14, 15, 20, 21, 22, 27, 28, 29
o 2021 – October 5, 6, 7, 13, 14, 19, 20, 21, 26, 27, 28
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o 2022 – October 4, 5, 6, 12, 13, 18, 19, 20, 25, 26, 27
1.3.2

Venue Facilities
 One (1) Plenary Meeting Room, capable of being closed off from adjacent areas,
to accommodate 400 participants in banquet style seating (round tables with
tablecloths included) with an elevated stage and adequate space for podium and
audio-visual equipment as noted in Section 1.3.3 and capable of accommodating
participants for buffet lunch.
 Three Breakout Meeting Rooms, capable of being closed off from adjacent areas,
to accommodate a minimum of 75 participants per room in theatre style seating
with space for podium, audio-visual equipment and small table for presenter’s
laptop, as noted in Section 1.3.3.
 One (1) Registration area located near the entrance of the main
reception/exhibition area with sufficient space to accommodate three (3) six-foot
or eight-foot long tables (with table cloth and skirting included) between the hours
of 7:30 a.m. and 1:30 p.m.
 One (1) Exhibition Area/Food Station adjacent to the Plenary Meeting Room to
accommodate the following:
o Exhibition area to accommodate 10-15 exhibitor booths (6-foot or 8-foot long
tables with table cloth and skirting included) with option of electrical hook-up
available.
o Food Station to accommodate buffet style serving of:





Pre-session coffee, tea, breakfast snacks
Mid-morning coffee, tea, pastries, whole fruit, yogurt
Mid-afternoon coffee, tea and snacks
Lunch (if lunch buffet option selected)

 Wheelchair accessible entrance, access to meeting rooms, exhibition area and
washroom facilities.
 Wheelchair accessible parking spaces available.
1.3.3

Audio Visual Requirements
 Audio Visual Technician(s) to set up and test equipment, in conjunction with
WorkplaceNL staff, starting at 6:00 p.m. the evening prior to the symposium.
 Two (2) Audio Visual Technicians onsite throughout the entire symposium.
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 Plenary Meeting room
o Elevated stage
o Draping
o Lighting
o Wireless handheld microphone (2)
o Screens suitable for room and audience size (2)
o Laptop
o Data projector, overhead or ceiling mounted
o Sound
o Monitor for presenter (1)
o Lapel microphone (2)
o Camera and any additional equipment necessary to project the speaker or
image(s) on screen between presentation slides
o Podium with microphone (if not included at the venue)
 Breakout Meeting rooms
o Screen suitable for each room and audience size
o Laptop
o Data projector
o Sound
o Lapel microphone (1)
o Podium with microphone (if not included at the venue)
OR


1.3.4

Fee, if any, for Audio-Visual equipment and/or technicians secured independently
by WorkplaceNL.

Catering Requirements
 Water jugs and glasses in plenary Meeting Room, all Breakout Meeting rooms
and Exhibition Area/Food Station.
 Pre-session coffee and tea (400) and breakfast snacks (300). Include a list of
breakfast snack options for WorkplaceNL to select from.
 Morning coffee and tea (400), pastries (400) and assorted whole fruit (200),
yogurt (100).
 Lunch, including dessert, (400). Include a minimum of three (3) least cost buffet
menu options.
 Afternoon coffee and tea (400) and snacks (300). Include a list of snack options
for WorkplaceNL to select from.
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 Venue to accommodate dietary requirements as identified by WorkplaceNL.
1.3.5

Tentative Schedule
Time
08:00 – 09:00
09:00 – 09:15
09:15 – 10:30
10:30 – 10:45
10:45 – 12:15
12:15 – 12:45
12:45 – 13:15
13:30 – 14:45
14:45 – 15:15
15:15 – 16:30

Activity
Registration/Trade Exhibition
Welcome address
Keynote speaker
Refreshment break/Trade Exhibition
Concurrent sessions
Lunch
Keynote speaker
Concurrent sessions
Refreshment break/Trade Exhibition
Final Session/Closing remarks

Room
Exhibition/Food Station area
Plenary Room
Plenary Room
Exhibition/Food Station area
Plenary & Breakout Rooms
Plenary Room
Plenary Room
Plenary & Breakout Rooms
Exhibition/Food Station area
Plenary Room

SECTION 2 – INSTRUCTIONS TO BIDDERS
2.1

MANDATORY CRITERIA AND EXPERIENCE
The successful Bidder must possess the necessary skill and experience to supply the venue
space with Audio Visual equipment, meals and snacks and must meet the following
mandatory criteria:
 The successful bidder must have a proven record of providing the services tendered with
a minimum of three (3) years’ experience.
 Proof of current Food Establishment License.

2.2

ELECTRONIC COPY OF DOCUMENT
2.2.1

WorkplaceNL reserves the right to modify the terms of the Tender by issuance of
addenda at any time prior to closing. It is the responsibility of the Bidder to ensure
that they monitor WorkplaceNL’s website (http://www.workplacenl.ca) for any
addendum to the Tender issued up to and including the closing date.

2.2.2

It is the Bidder’s responsibility to ensure that they have received a complete set of
documents. By submitting a Bid, the Bidder verifies that they have received a
complete set of Tender documents including any and all addenda. All terms,
conditions, and/or specifications stated or referenced in the Tender are assumed to
be accepted by the Bidder and incorporated in the Bid.
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2.2.3

2.3

2.4

Bidders who have obtained the Tender electronically must not alter any portion of
the document, with the exception of applying any addendum issued by
WorkplaceNL.

QUESTIONS AND CLARIFICATION
2.3.1

All inquiries related to this Tender must be directed in writing by March 10, 2020 by
email to:
Pamela Meaney, Buyer
E-mail Address: pamela.meaney@workplacenl.ca

2.3.2

All questions should include the Bidder’s name and address, contact person’s name,
telephone number, fax number and email address, and the reference to the specific
section and page number of the Tender in question.

2.3.3

To the extent that WorkplaceNL considers that the answer to the question may
assist in the preparation of a Bid, WorkplaceNL will post an addendum on its
website which will be part of the Tender. WorkplaceNL may not answer a question
where WorkplaceNL considers the information requested is not required to prepare
a Bid, or where the answer to the question posed may be found in the Tender. No
responses shall be binding upon WorkplaceNL unless made in writing. Information
obtained from any other source is not official and may be inaccurate and it is not
binding.

CONFIDENTIALITY AND OWNERSHIP OF INFORMATION
2.4.1

Information pertaining to WorkplaceNL obtained by the Bidder as a result of
participation in this Tender and/or negotiations with WorkplaceNL, if any, is
confidential and shall not be disclosed without prior written authorization from
WorkplaceNL.

2.4.2

The Tender and any supplementary document or portion thereof is proprietary
information, and must not be used by the Bidder without the permission of
WorkplaceNL, other than for the submission of Bids.

2.4.3

All Bids submitted become the property of WorkplaceNL. By submitting a Bid, the
Bidder hereby grants WorkplaceNL a license to distribute, copy, print, or translate
the Bid for the purposes of the Tender. Any attempt to limit WorkplaceNL’s right in
this area may result in rejection of the Bid.

2.4.4

The procurement process is subject to the Access to Information and Protection of
Privacy Act, 2015, SNL 2015 c. A-1.2, as amended (ATIPPA). The Bidder’s Bid
package may be subject to disclosure under the ATIPPA. By submitting a Bid, the
Bidder agrees to the appropriate disclosure of the information supplied, subject to
the provisions of the governing law. WorkplaceNL cannot guarantee the
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confidentiality of the content of any Bid after the closing date. WorkplaceNL shall not
be liable to any Bidder for any claim, direct or indirect, whether for costs, expenses,
losses or damages, or loss of anticipated profits, or for any other matter whatsoever
incurred by the Bidder as a result of disclosure pursuant to the Access to Information
and Protection of Privacy Act, 2015, S.N.L. 2015, c. A-1.2, as amended.

2.5

2.6

2.4.5

By submitting a bid, the Bidder agrees that it has identified any specific information
in its bid that may qualify for an exemption from disclosure under subsection 39(1) of
the ATIPPA. If no specific information has been identified it is assumed that, in the
opinion of the Bidder, there is no specific information that qualifies for an exemption
under subsection 39(1) of the ATIPPA and information may be released without
further notice.

2.4.6

The financial value of a contract resulting from this procurement process will be
publically released as part of the award notification process.

NO CLAIMS BY BIDDER
2.5.1

By participating in the process outlined in this Tender document, the Bidder
consents to the procedures as described in this Tender.

2.5.2

By submitting a bid, each Bidder irrevocably waives any claim, action or proceeding
against WorkplaceNL, including without limitation any judicial review or injunction
application, or against any of WorkplaceNL’s employees, advisors or representatives
for damages, expenses or costs including costs of bid preparation, loss of profits,
loss of opportunity or any consequential loss for any reason including: any actual or
alleged unfairness on the part of WorkplaceNL at any stage of the procurement
process; if WorkplaceNL does not award or execute a contract; or, if WorkplaceNL
is subsequently determined to have accepted a noncompliant bid or otherwise
breached or fundamentally breached the terms of this procurement.

CONFLICT OF INTEREST
2.6.1

The Bidder, its employees, officers, associates and/or approved sub-contractors
shall not and will not have any conflict of interest (actual or potential) in submitting its
Bid or, if selected, in providing services under the agreement. Where applicable, the
Bidder must declare in its Bid any situation that may be a conflict of interest in
submitting its Bid or, if selected, with the contractual obligations under the
agreement.

2.6.2

If, at the sole and absolute discretion of WorkplaceNL, the Bidder, its employees,
officers, associates and/or approved sub-contractors is found by WorkplaceNL to be
in an actual or perceived conflict of interest either during the Tender or after award
of the contract, WorkplaceNL may, in addition to any other remedies available at law
or in equity, disqualify the Bid submitted by the Bidder or terminate the agreement.
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2.6.3

2.7

2.8

Sub-contracting to any firm or individual whose current or past corporate or other
interests may, in WorkplaceNL’s opinion, give rise to an actual or perceived conflict
of interest in connection with this Tender will not be permitted. This includes, but is
not limited to, any firm or individual involved in the preparation of the Tender.

AGREEMENT
2.7.1

The successful Bidder shall comply with the WorkplaceNL Standard Terms and
Conditions attached hereto. To be eligible to provide services to WorkplaceNL, the
successful Bidder shall initial all 5 pages of the WorkplaceNL Standard Terms and
Conditions within the time frame established by WorkplaceNL.

2.7.2

Any awards made pursuant to this Tender process are subject to receipt by
WorkplaceNL of the initialed WorkplaceNL Standard Terms and Conditions.

2.7.3

Claims made by the Bidder in the Bid will constitute Contractual warranties.

TENDER CLOSING AND DELIVERY
2.8.1

Bids must be in a sealed envelope and/or sealed courier envelope clearly marked
with the Bidder’s name, mailing address, and Tender number and shall be
addressed to the following:
Tender 2020-08-T
Conference Venue and Catering (St. John’s)
Attention: Pamela Meaney, Buyer
WorkplaceNL
146-148 Forest Road
P.O. Box 9000
St. John’s, NL A1A 3B8
Bids must be received in their entirety before 2:00 p.m. Newfoundland Time on
March 17, 2020 at WorkplaceNL’s St. John’s office.
In the event that WorkplaceNL’s St. John’s office is closed due to poor weather
conditions or other unscheduled closure, the Tender deadline will be extended to the
next business day before 2:00 pm Newfoundland time.

2.8.2

Bids must be sealed, time and date stamped at the time of delivery to the “Tender
Submission Box” located in the main lobby of WorkplaceNL’s St. John’s office.
WorkplaceNL has provided an electronic timer by the box for this purpose. Faxed or
electronic tenders will not be accepted. It is the Bidder’s responsibility to ensure
that the Bid has been time and date stamped and delivered to the Tender
Submission Box. Couriers and taxicabs do not have access to the Tender
7

WorkplaceNL
2020-08-T
Conference Venue and Catering (St. John’s)
Submission Box, and the onus is on the Bidder to confirm proper delivery to the
Tender Submission Box.
2.8.3

2.9

Bidders will be solely responsible for the delivery of their Bids, in their entirety, in the
manner and time prescribed. Bids or any portion thereof, received after the closing
time will be returned to the Bidder unopened. WorkplaceNL time clock will be
deemed to be correct in the event of dispute.

BID INSTRUCTIONS
2.9.1

The Bidder must submit three (3) hard copies of the Bid and related documentation,
including Appendix “A”, Check List.

2.9.2

The Bidder must submit one copy of the attached Appendix “B”, Bid Form, which
must be signed by the Bidder or an authorized representative of the Bidder. If the
Bidder is a corporation, the Bid must be signed by the authorized signing officer of
the corporation.

2.9.3

It is essential that the Bid thoroughly addresses and completes each requirement
identified in the Tender, as incomplete Bids may be declared “non-responsive”. Bids
that are improperly signed, conditional, illegible, obscure, or contain arithmetical
errors, erasures, alterations, or irregularities of any kind may be considered invalid.

2.9.4

The Bid must include a written statement of the company history, including, but not
limited to, the length of time in business, and the length of time providing conference
venues and catering of a similar size and scope AND/OR a written statement
outlining the knowledge, skills and experience of the Bidder and describing how the
Bidder meets the mandatory criteria listed in paragraph 2.1. The bid must include a
description of the venue including room capacities, wheelchair accessibility and
parking facilities. A floor plan that clearly outlines meeting rooms, food station,
exhibition space and washrooms must also be included with the bid.

2.9.5

The Bid shall be accompanied by a list with a minimum of three (3) client references
who can provide evidence of previous experience providing similar a) venue and
catering services and b) audiovisual services, of comparable scope and tender
value. These lists shall include the name of a contact person for reference purposes.
References may be contacted as part of the review process. The list of references
should exclude any potential references from WorkplaceNL.

2.9.6

The Bidder must acknowledge that they have read and understood any and all
addenda in both the Appendix “A”, Check List and the Appendix “B”, Bid Form.

2.9.7

By submitting a Bid, the Bidder guarantees that, unless the Tender specifies
otherwise, all components required to make the required equipment or system
operable or to deliver the required services have been included in the Bid, or will be
provided at no additional charge to WorkplaceNL.
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2.9.8

While WorkplaceNL has tried to ensure the accuracy of the Tender, it is not
guaranteed or warranted by WorkplaceNL to be accurate, nor is it necessarily
comprehensive or exhaustive. WorkplaceNL will assume that all Bidders have
resolved any questions they might have about the Tender and have informed
themselves as to the existing conditions and limitations, site restrictions, etc. before
submitting their Bids. Nothing in the invitation is intended to relieve Bidders from
forming their own opinions and conclusions with respect to the matters addressed in
the Tender.

2.9.9

Any error in the Bid is the responsibility of the Bidder. Submitted Bids may be
amended prior to closing by submitting a complete new Bid clearly indicating it
replaces the previously submitted Bid. Any such new Bid is subject to the
requirements as outlined herein. The said new Bid replaces any other Bids
previously submitted by the Bidder, and only the last of any new Bids received will
be accepted.

2.9.10 Any Bid received in response to a Tender may be withdrawn by written request to
WorkplaceNL, Pamela Meaney, Buyer, Finance, but cannot be withdrawn, altered or
changed in any way after the Tender Closing Date. All requests for withdrawal,
amendment or submission of a replacement Bid must be submitted in writing on
company letterhead or equivalent, and be signed by the Bidder, an authorized
representative of the Bidder or, if a corporation, an authorized signing officer of the
corporation.
2.10 BID EVALUATION
2.10.1 Tender evaluation and award of contract will be done in accordance with the Public
Procurement Act, S.N.L. 2016, c. P-41.001, as amended, and WorkplaceNL’s
procedures.
2.10.2 Tenders will be opened publicly at the WorkplaceNL building in St. John’s,
immediately following the Tender closing in accordance with the Public Procurement
Regulations, as amended. The names of all Bidders will be provided at public
opening.
2.10.3 WorkplaceNL reserves the right to non-disclosure of pricing submitted by Bidders
during the public opening. All Bidders will be notified electronically of the Bidder
names and Bid prices within two (2) business days of the public opening. This
information is for reference purposes only, and a full Bid evaluation will be
conducted to determine the preferred supplier.
2.10.4 The Bid shall remain open for acceptance and is irrevocable for a period of ninety
(90) days after the Tender closing date.
2.10.5 WorkplaceNL reserves the right to waive any minor irregularity or non-compliance
where such irregularity or non-compliance is not of a material nature in its sole and
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absolute discretion. Such minor irregularity or non-compliance will be deemed
substantial compliance and capable of acceptance. WorkplaceNL will be the sole
judge of whether a Bid is accepted or rejected.
2.10.6 WorkplaceNL, in its sole discretion, reserves the right to cancel the Tender without
award. WorkplaceNL reserves the right to accept or reject any or all Bids in whole or
in part. WorkplaceNL is not bound to accept the lowest or any Bid.
2.10.7 The Bidder may be required to demonstrate financial stability, authorization to
provide the good/services being acquired, and/or regulatory agency approval,
licensing or registration as needed, or otherwise clarify Bidder’s capability to satisfy
the Tender requirements. WorkplaceNL reserves the right to reject Bids from any
Bidder that it feels is incapable of providing the necessary labour, materials,
equipment, financing or management resources to perform the work or supply the
goods in a satisfactory and timely manner.
2.10.8 WorkplaceNL, in its sole discretion, may assess the Bidders’ experience and/or
ability to provide the goods and/or services required and described in this Tender by
checking the Bidders’ references. A contract will not be awarded to any Bidder
whose references, in the opinion of WorkplaceNL, are found to be unsatisfactory.
WorkplaceNL reserves the right to obtain references from sources other than those
provided in the Bid. WorkplaceNL reserves the sole discretion to determine whether
the Bidder and its professional staff have the appropriate qualifications.
2.10.9 WorkplaceNL reserves the right to disqualify any Bidder if the Bidder has either
breached an agreement and/or failed to provide satisfactory service and/or
deliveries under any prior agreement with WorkplaceNL, in the sole opinion of
WorkplaceNL.
2.10.10 Where applicable, all equipment must be certified by the appropriate regulatory
agencies and/or must be approved by the appropriate Provincial agency.
2.10.11 Upon acceptance by WorkplaceNL, a written Bid acceptance will be forwarded to
the successful Bidder.
2.10.12 In the event that the selected Bid(s) is higher than the budget approved by
WorkplaceNL’s Board of Directors, any awards made pursuant to this Tender
process are subject to approval of the Board of Directors. In addition to any other
rights of cancellation contained herein, WorkplaceNL, in its sole discretion, reserves
the right to cancel this Tender without award should the Board of Directors not
approve the award.
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SECTION 3: GENERAL
3.1

Payment of invoices will be through direct deposit. The successful Bidder is required to meet
WorkplaceNL’s billing and accounting requirements. The successful Bidder shall invoice
WorkplaceNL on a monthly basis. Invoices must be legible and clearly labeled with the
successful Bidder’s invoice number. The Bidder must acknowledge in the Appendix “A”,
Check List that the Bidder agrees to direct deposit.

3.2

The successful Bidder shall invoice WorkplaceNL indicating the times, date, and number of
hours worked. The successful Bidder shall only be paid for those hours authorized and
worked in accordance with the Agreement.

3.3

This Tender, all Bids, and any agreement will be construed and interpreted in accordance
with the laws of the Province of Newfoundland and Labrador.

3.4

The Bidder shall not use WorkplaceNL’s name or logo or make reference to this Tender in
any advertising copy or other promotional materials or messages without WorkplaceNL’s
prior written consent.

3.5

WorkplaceNL reserves the right to tender any services by invited tender or public tender, as
deemed necessary.

11

WorkplaceNL
2020-08-T
Conference Venue and Catering (St. John’s)
APPENDIX “A”
Check List
To be completed and included with submission

Tender documents are completely read and understood

YES 

NO 

All addenda (if applicable) are completely read and understood

YES 

NO 

Bid form signed and completed as required in the submission
(Appendix “B”)

YES 

NO 

Checklist completed (Appendix “A”)

YES 

NO 

Written Statement of Company History and experience included

YES 

NO 

Venue description and floor plan included

YES 

NO 

Proof of Food Establishment License included

YES 

NO 

Buffet options included

YES 

NO 

Breakfast and Afternoon snack options included

YES 

NO 

AV equipment and technician cost listed separately

YES 

NO 

Fee, if any, for WorkplaceNL-secured AV Equipment and AV
technicians listed separately

YES 

NO 

List of references included in the submission (2.9.5)

YES 

NO 

The Successful Bidder must provide the following within fourteen (14) days of award:
 Certificates of insurance as per Article 14 of WorkplaceNL Standard Terms and Conditions;
and;
 Initialed WorkplaceNL Standard Terms and Conditions.
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APPENDIX “B”
Bid Form
Name of Bidder:
Address:
Telephone No.:

Fax No.:

E-mail address:
Dated at:

this

day of

2020

Authorized Signature

Witness Signature

Authorized Name (Printed)

Witness Name (Printed)

HST No.:

2020 Available date(s) _____________________________________________________
2021 Available date(s) _____________________________________________________
2022 Available date(s) _____________________________________________________
Total dollars (Venue + Buffet lunch option 1)

($

) EXCLUDING HST

Total dollars (Venue + Buffet lunch option 2)

($

) EXCLUDING HST

Total dollars (Venue + Buffet lunch option 3)

($

) EXCLUDING HST

Total Dollars (AV equipment + AV technicians)

($

) EXCLUDING HST

Total dollars (if any, for outsourced AV equipment and
technicians

($

) EXCLUSING HST

TOTAL

($

) EXCLUDING HST

Direct Deposit

Agree________

Price Protection Period for 90 days

Agree________

I hereby acknowledge that I have read
and understand any and all addenda

Agree________

