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TERMS OF REFERENCE 
1. Introduction 
Punjab Education Foundation intends to hire the services of a testing/ assessment firm/ agency/ 
body to design and conduct the screening test of applicants to be hired against approximately 
99 different positions. 

2. Terms of Reference (TORs) 
The Terms of Reference (TORs) of the required services include but are not limited to the 
following:  

(A) Publishing of Advertisement 
i. Draft advertisement shall be prepared by PEF and shall be forwarded to firm for 

designing & incorporating the procedure of “How to apply” in the draft advertisement. 
ii. Upon receiving draft advertisement from firm, final draft advertisement approval will 

be taken from Competent Authority-PEF. After approval, advertisement shall be 
forwarded to firm for publishing.   

iii. Firm shall abide all expenses related to advertisement i.e designing, printing fee in 
national dailies etc.  

iv. Advertisement will be published in at least two national leading Newspapers (One 
English and One Urdu).   

v. Advertisement will be published only in following mentioned newspapers: 
a) For English (Dawn or The News International or The Nation) 
b) For Urdu (Daily Jang or Daily Express or Daily Nawa-i-Waqat). 

vi. Advertisement will be published in national leading newspaper of Lahore on same day.  

(B) Receiving of Applications & Shortlisting 
i. Firm shall receive applications directly from candidates along with credentials i.e. 

Matric to the latest degree along with mark sheets, domicile, CNIC, and experience 
certificates in accordance with criteria given by PEF in advertisement.  

ii. Firm shall receive the original challans of test fee along with the applications from the 
candidates 

iii. Firm shall be solely responsible to conduct short-listing of applications as per advertised 
eligibility criteria. 

iv. Before conduction of test, firm shall share the designation wise detail of shortlisted 
applicants with PEF. For field related positions firm shall provide the district wise detail 
of shortlisted applicants. PEF reserves the right to check the shortlisted and not 
shortlisted applications on random basis.  

v. Firm shall be responsible for setting up of a Grievance Cell to handle/ dispose-off 
complaints of the candidates (if any). Only the grievances received within six months 
from the date of publication of advertisement will be considered.    

vi. Firm shall issue roll number slips of all posts to all shortlisted candidates at least one 
week prior to the test date. 

(C) Test Conduction 
i. Firm shall conduct the paper based recruitment tests as per guidance of PEF. 

ii. Firm shall develop question papers according to paper division provided by PEF. 
iii. Firm will confirm PEF that all concerned candidates have been informed well in time 

before the conduct of test through sharing call log/ SMS log/ copy of dispatched letters 
with PEF at least one week before the conduct of test. 
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iv. Firm shall be responsible to share the venues/ clusters of candidate details with PEF one 
week before test conduction with PEF. 

v. Testing firm will conduct test of the candidates at the respective divisional testing centers 
as indicated by the candidates. 

vi. Firm shall arrange test centers in all divisions of Punjab and invigilation staff for the 
conduction of test will be deployed accordingly. PEF has the right to supervise the test 
centers if required to ensure conduciveness of test centers and transparency of test 
process. 

vii. Firm shall arrange/conduct test separately against each post. At once firm shall conduct 
test of only one post so that candidates applying for more than one posts can appear in 
respective test. Further, result must be prepared division, and post wise as per 
requirements of PEF. For field related posts firm will provide the district wise result of 
test. 

viii. During the conduct of test, supervisors and invigilators must wear the ID cards issued 
by the testing firm having photograph and CNIC number.  

ix. During test conduction, scanning and copying of test papers by 
supervisors/invigilators/candidates is strictly prohibited. Further, candidates will not be 
allowed to bring mobile phones in testing centers. 

x. Firm shall conduct the test within 30 days after last date of application submission as 
per published advertisement of PEF for recruitment.  

(D) Result Announcement 
i. After conduct of test, firm shall upload the result on its website within 10 working days 

of test conduct. 
ii. After conduct of test firm shall submit the designation, division and district wise 

summaries of testees with PEF within 03 working days. Moreover, PEF can demand the 
copies of attendance sheets. 

iii. Firm will collect the solved papers from test centers at its own cost of transportation and 
on completion of marking assignment, PEF shall reserve the right to ask the firm for 
provision of solved paper for verification which firm will deliver to PEF office at its 
own cost. 

(E) Data Management 
i. Firm shall be responsible to ensure the secrecy, transparency and confidentiality of 

applicants data and test conducted. 
ii. Firm shall be responsible for keeping record of applicants data, tests conducted, answer 

sheets of candidates and announced results till one year from date of conduct of test. 
iii. Firm shall be responsible for provision of specific data related to applicant/test as per 

requirement of PEF till one year from date of conduct of test at its own cost. 
iv. The firms shall be responsible for provision of: 

c) Application forms along with credentials as desired by PEF of any candidate for 
interview along with bank deposit slips etc. submitted by applicants in hard form. 

d) Test result of each post separately duly signed and stamped by the firm. Firm will 
provide the result is soft form as well. 

e) Soft data of all candidates (applied, shortlisted and tested) in excel format 
containing all information personal, qualification, experience, domicile, CNIC, etc. 

f) Any other information/data required by PEF. 
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3. The Primary and Secondary contacts for all correspondence in relation to this bid are 
as follows: 

Primary Contact 
Name: Mr. Imran Allaud-Din 
Designation: Assistant Director (HR) 
Contact No: 99232791 Ext. 51 
Email: imran.din@pef.edu.pk    
Secondary Contact  
Name: Mr. Mazhar Iqbal    
Designation: Deputy Director (Procurement) 
Contact No: 99232791 Ext. 54 
Email: mazhar.iqbal@pef.edu.pk 
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