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1. Introduction 

 

1.1 Request for Proposals Objective 
The Canadian Evaluation Society BC & Yukon Chapter (CESBCY) Executive, on behalf of the 

CESBCY, is seeking proposals from facilitators for workshops to be offered in person throughout BC 

and Yukon, and online. These include: 

 

▪ Canadian Evaluation Society (CES)-sanctioned workshops (Essential Skills, Logic Models 

and Survey Research) 

▪ Other workshops of interest to our members (potential topics are presented in Appendix A) 

 

The primary objective of this Request for Proposals is to create a roster of facilitators able to deliver 

CES-sanctioned workshops, particularly the Essential Skills Series (ESS), but also to develop and 

deliver other workshops of interest to our members.  It is not expected that everyone on the roster will 

deliver all workshops.   

 

The number of opportunities for each facilitator on the roster to deliver workshops will depend on the 

number of facilitators on the roster and the number of workshops CESBCY is able to offer each year 

based on available resources and interest from the evaluation community.  

 

Appointments to the roster will be for three (3) years. 

 

2. Context 

 
The Canadian Evaluation Society is a not-for-profit professional association, which aims to advance 

evaluation theory, knowledge and practice through leadership, advocacy and professional 

development. The BC & Yukon Chapter of the CES is issuing this Request for Proposals in order to 

build a roster of qualified facilitators to deliver professional development workshops to its members in 

BC and Yukon. 

CES has developed three workshops to address key professional development needs for evaluators across 

Canada: Essential Skills Series (ESS), Logic Models and Survey Research. Several other workshops are 

under development and will become available over the next eighteen months. CES-sanctioned workshops 

have a set structure and content, and the workshop materials are provided by CES. For the purposes of 

this RFP, such workshops are referred to as CES-sanctioned workshops. 

At present, only the Essential Skills Series (ESS) is delivered in BC. It consists of fifteen 

foundational modules, taught in person over a continuous block of four days. The curriculum and 

content of ESS is developed by CES National Council. The ESS is currently offered four times / 

year in various locations throughout BC and Yukon. Further details about ESS are provided in 

Appendix A. 
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Feedback from CES members nationally has indicated interest in a broad range of professional 

development topics. To meet this need, CESBCY is considering other courses or workshops of 

interest to our members, including other CES-sanctioned courses (Logic Models and Survey 

Research) and workshops that may be developed by BC-and Yukon- based facilitators. Future 

workshops may be offered through face-to-face, online or blended delivery modes. A list of 

potential topic areas for facilitator-developed workshops is included in Appendix B. We also 

invite proponents to suggest additional topics which they believe to be of interest to the 

evaluation community and in which they have demonstrated competency.  No one supplier is 

expected to be able to offer all courses or workshops. 

CESBCY will pay facilitators a set fee of $1,100 per day (plus GST) for delivery of CES-

sanctioned workshops. A one-time fee of $1,100 (plus GST) for preparation time will be offered 

to a facilitator delivering a CES-sanctioned workshop for the first time. Proponents are invited to 

propose a per day fee for development and delivery of facilitator-developed workshops. 

CESBCY strives to be transparent and fair in its selection of training providers and seeks to 

obtain best value services.  CESBCY seeks to obtain the highest quality and most cost-efficient 

services and is not compelled to accept the lowest cost offers. 

 

3. Scope 

 

3.1 CESBCY Responsibilities 
CESBCY is responsible for: 

▪ Organizing, in consultation with the chosen facilitator, the location, venue, date, and time of 

the workshops; 

▪ Promoting the workshops; 

▪ Setting and collecting workshop participant fees; 

▪ Workshop registration; 

▪ Arranging for refreshments on the day of the workshops (for in person workshops); 

▪ Providing all workshop materials for CES-sanctioned courses, including PowerPoint slides, 

workshop binders for participants, workshop evaluation forms and the Facilitator's Manual. 

Printing costs for workshop materials will be borne by CESBCY. 

▪ NOTE: CESBCY may outsource some responsibilities to a third-party provider (e.g. 

currently, Royal Roads University) 

 

3.2 Facilitator Responsibilities 
The facilitator is responsible for: 

▪ Providing all workshop materials for facilitator-developed courses1, including PowerPoint 

slides, a copy of all the workshop materials for participants, and other facilitator materials; 

▪ Facilitating the workshop(s); 

                                                 
1 CESBCY will reimburse the facilitator for reasonable cost of materials provided to participants in facilitator-developed workshops as negotiated at 

the time of planning for the workshop. 
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▪ Preparing and presenting examples/illustrations from their own experiences to support the 

content of CES-sanctioned and facilitator developed workshops;  

▪ Taking attendance; 

▪ Administering and collecting course evaluation forms and providing these to CESBCY. 

 

 

4. Proposal Preparation and Submission 

 

4.1 Requirements of Proponents 
All proponents must hold the CE (Credentialed Evaluator) designation and be a resident of BC or 

Yukon. We encourage interest from proponents who reside outside of the Lower Mainland.   

4.2 Proposal Format 
This section outlines the proposal preparation and submission procedures to be followed by all 

proponents.  Carefully read and follow the procedures and conditions, as any deviation may result in 

the rejection of a proposal.  The proponent's proposal must be arranged as follows: 

Title Page: Include RFP title, closing date and time, company name (if applicable), address, 

telephone number, and proponent's email contact. 

Content:  Proponent's response to the following requirements:  

Education and Experience: 

▪ Your education:   

o Describe your formal education related to evaluation. Graduate level education (master or 

doctoral degree) in a field related to evaluation is an asset, but we encourage interest from 

those with significant experience who may not have formal credentials.  

▪ Your experience: 

o Experience in teaching, training and adult education, including in-person and online. 

Provide formal evaluation data or testimonials from participants or organizers to support 

the quality of your facilitating. Include a statement of your approach to facilitation and 

any other information that supports your skill as a facilitator. 

o Experience in evaluation including number of years working in evaluation, number 

of evaluations conducted, range of sectors worked in, range of program areas worked 

in, populations worked with, types of methods used, types of analyses done, and 

evaluation approaches used. Provide a list of evaluation projects (program evaluation 

and others) that you have worked on over the past 5 years. Indicate whether you led 

the project. 

 

If you are interested in being considered for development and delivery of new workshops: 

▪ Provide an outline of the content of two different workshops you developed and facilitated in the 

past five years. Include description of participants, duration of workshop, delivery mode and, if 

relevant, location of delivery. Include information illustrating workshop content so that the 
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review committee can understand your approach and skill in instruction, as well as evidence of 

participant and client satisfaction (e.g. workshop evaluations). 

 

Fees and expenses: 

▪ CES-sanctioned workshops: 

o Statement of acceptance of the following: 

▪ $1,100 per day (plus GST, if applicable) plus a one-time fee of $1,100 for 

preparation for each new course (i.e. for ESS, CESBCY will pay the facilitator 

$4,400 plus GST to conduct the workshop, plus $1,100 the first time the 

facilitator delivers the course). 

▪ CESBCY will supply materials for CES-sanctioned workshops, as described in 

Section 3 above  

▪ Expenses for travel (more than 50km from usual worksite) and accommodation 

will be reimbursed at cost. CESBCY uses federal Treasury Board rates for 

calculating per diem allowances. 

▪ Facilitator-developed workshops (if applicable): 

o Provide a daily rate for: (1) development of workshops (i.e. one-time cost), and (2) 

delivery of workshops. Note any discount for delivery of multiple sessions. 

o CESBCY will reimburse the facilitator for reasonable cost of materials provided to 

participants in facilitator-developed workshops and travel as negotiated at the time of 

planning for the workshop. 

 

Appendices: 
 

▪ Concise resume of proponent 

▪ Company profile (if applicable) 

▪ Three references, related to performance as an evaluator and facilitator (each reference may cover 

a different aspect of the proponent’s performance). 

 

4.3 RFP Delivery and Identification 
Submit the proposal by January 19, 2018, by email to: Diana Tindall, diana_tindall@telus.net 

 

Proposals must be clearly identified with the name and address of the proponent.   

 

All inquires about the RFP must be directed to: 

 

Diana Tindall, CESBCY Executive 

Email: diana_tindall@telus.net 

 

Inquiries should not be directed to any other persons.  
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5. Proposal Selection Procedures and Criteria 

 

5.1 Proposal Selection Procedures 

5.1.1 Selection Committee 

All submitted proposals will be reviewed by a Selection Committee commissioned by the CESBCY 

Executive. 

 

5.1.2 Selection Methodology 

Proposals will be reviewed according to the criteria contained in the Proposal Selection Criteria 

(Section 5.2).  Only those proposals achieving a threshold score of 75% or better in the selection 

criteria will be considered.  Subject to the selection criteria score, successful proponents will be 

selected based on the assessed "best value" to CESBCY, taking skills, experience and other factors 

into account. Cost will be considered in assessing proposals to deliver facilitator-developed 

workshops. 

 

The Selection Committee reserves the right to request further information from proponent(s) to clarify 

information in any submitted proposal.  It would not be an opportunity for proponents to provide new or 

alternative information, oral or written.   

 

5.2 Proposal Selection Criteria 
Proposals must reflect a clear understanding of the RFP, outlining how requirements will be fulfilled and 

how services will be provided. 

 

Each assessment criterion has a point allotment that reflects its importance for proposal submissions.  

The degree to which the proposal satisfies the requirement of each criterion will be assessed and a score 

will be assigned ranging from 0 to the full-point allotment, with 0 meaning the proposal completely fails 

to satisfy the requirement, and the full-point allotment meaning the proposal fully meets the requirement. 

Proponents being considered for development of new workshops will be assessed separately from those 

being considered for delivery of CES-sanctioned workshops only.  

 

Assessment criteria (CES-sanctioned workshops only) 

▪ Breadth and depth of evaluation experience (30): 

o Number of years working in evaluation 

o Number of evaluations conducted 

o Range of sectors worked in 

o Range of program areas worked in 

o Populations worked with 

o Types of methods used 

o Types of analyses done 

o Evaluation approaches used 

▪ Experience with facilitation in the context of teaching, training and adult education (30) 

▪ Facilitation approach (20) 
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▪ General presentation of the proposal (clarity and quality of written communication) (20) 

▪ Statement of acceptance of fees / expenses (Mandatory – Yes / No) 

▪ Credentialed Evaluator (Mandatory – Yes / No) 

▪ Resident in BC / Yukon (Mandatory – Yes / No) 

 

Assessment criteria (Facilitator developed workshops) 

▪  Breadth and depth of evaluation experience (30) 

o (Specific criteria as above) 

▪  Experience with facilitation in the context of teaching, training and adult education (30) 

▪ Quality of facilitator developed workshops (20) 

▪ General presentation of the proposal (clarity and quality of written communication) (20) 

▪ Credentialed Evaluator (Mandatory – Yes / No) 

▪ Resident in BC / Yukon (Mandatory – Yes / No) 

 
 

 

5.3 Terms and Conditions of Agreement  
 

CESBCY shall not be obligated in any manner to any proponent whatsoever until a written agreement 

has been duly executed relating to an approved proposal. 

 

CESBCY reserves the right to modify the conditions of the RFP at any time up to the closing date and 

time.  CESBCY also reserves the right to postpone or cancel any workshop if enrollment numbers do 

not meet a minimum threshold.  

 

While the Executive has used considerable effort to ensure an accurate representation of 

information in the RFP, CESBCY shall not be held liable or accountable for any error or omission 

in any part of this RFP. 

 

The Canadian Evaluation Society/British Columbia & Yukon chapter, its servants, agents and 

consultants expressly disclaim any and all liability for representations, warranties expressed, 

implied or contained in, or for omissions from this RFP package or any written or oral information 

transmitted or made available at any time to a proponent by or on behalf of the CESBCY. 

 

Neither acceptance of a proposal nor execution of an Agreement shall constitute approval of any 

activity that requires prior approval, permit or license pursuant to any federal, provincial, regional 

district or municipal statute, regulation, or bylaw.  It is the responsibility of the contractor to obtain 

the said authority prior to commencement of the services under the proposed contract. 
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Appendix A: About ESS 

The ESS modules are designed by the Canadian Evaluation Society to introduce and enhance program 

evaluation skills and promote the professional practice of evaluation across Canada. ESS is offered in-

person over four days. There is also an option for online delivery over a more extended period. The ESS 

is targeted for: 

 

• Individuals looking for an introduction to the main concepts in program evaluation 

• Individuals new to evaluating programs and projects both as staff or consultants 

• Program & Project Managers – responsible for designing and implementing programs, 

monitoring performance & assessing results 

 

The modules use an interactive, participatory approach involving group exercises, case studies and 

discussion. The exercises focus on examples of relevance to the government and non-profit sectors. 

 

• Module 1: Foundations of Evaluation 

• Module 2: Evaluation Objectives and Roles 

• Module 3: Describing the Program 

• Module 4: Real World Challenges 

• Module 5: Evaluation Questions 

• Module 6: Standards and Ethics 

• Module 7: Evaluation Indicators 

• Module 8: Common Research Methods: Part 1 

• Module 9: Evaluation as a Profession 

• Module 10: Common Research Methods: Part 2 

• Module 11: Research Design 

• Module 12: Data Collection, Management and Analysis 

• Module 13: Project Management 

• Module 14: Synthesizing Evidence and Communicating Evaluation Findings 

• Module 15: Models and Special Topics in Evaluation 
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Appendix B:  Potential Topic Areas for Facilitator-Developed 

Workshops 

 

Possible topics for additional workshops include the following. NOTE: this is not by any means 

and exhaustive list. Proponents should feel free to suggest additional topics for consideration. 

 

▪ Evaluation Theories and Models 

▪ Survey Methods 

▪ Managing Data Quality 

▪ The Evaluation Process 

▪ Quantitative Analysis 

▪ Use of Existing Data 

▪ Qualitative Approaches to Program Evaluation 

▪ Cost-Effectiveness Analysis 

▪ Case Studies 

▪ On-going Performance Measurement 

▪ Evaluation Design 

▪ Internal Audit and Evaluation 

▪ Evaluation Project Management 

▪ Data Visualization 

▪ Evaluation Reporting 

▪ Developmental Evaluation 

▪ Participatory Evaluation 

▪ Contribution Analysis 

▪ Social Return on Investment 


