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INSTRUCTIONS TO CONTRACTORS

APRIL 2015

PART 1 OF Contractors Application to be Admitted to a Home to School Transport and Adult Social Care Transport Dynamic Purchasing System (DPS)

1.
INTRODUCTION
Wigan Council has a track record of being a high performing local authority and is keen to focus on securing genuine and measurable improvement for people living in the borough. We want to offer the people of Wigan services that compare with the best. Therefore, we have three core priorities - 

Confident Places - An attractive, accessible and lively borough, with a prosperous economy as the location of choice for investment; 

Confident People - Improving life opportunities and independence, making sure people feel safe and supported in their communities; helping people to stay healthy longer; and, 

Confident Council - Your council has re-focused its reduced resources towards early intervention and prevention to achieve more for less.

It is with these priorities in mind that this procurement opportunity is being released. 

This is a competitive procurement conducted in accordance with the Restricted Procedure, under Council Directive 2004/18/EC as implemented by the UK Public Contracts Regulations 2006 (SI 2006 No 5). 

2.
GENERAL ADVICE
i) How you prepare and present your Application can be an essential part in being admitted to the Dynamic Purchasing System.  The Application process aims to find organisations who can help the Council achieve its business objectives by working together.  The following advice may help you understand what can turn an Application into a successful appointment.

· Read the Instructions to Contractors carefully.  Preparation is the key, so understand what is being asked of you.

· Answer in the required layout.

· Provide a full an answer as possible to the questions covering all aspects of the question asked.

· You are required, at your own expense to obtain any extra information needed for the preparation of your Application.  The Council shall not be responsible for any expenses that you may incur in any aspect of the Application process.

· Do not assume members of the evaluation panel will have prior knowledge or experience of the work you undertake.  This is your chance to give solutions rather than create more questions.

· If you are unclear about any information contained in the Contractors Application Form ask for clarification.

· Do not use the Application process as a means to issue glossy promotional material about your organisation.  Only include them if they are relevant otherwise they will add no value to your bid submission.
· Ensure that all appendices/attachments are referenced and titled appropriately.

· Plan ahead. Making sure you meet the deadline is essential.

ii) IMPORTANT - Information set out in this section is relevant to the whole procurement process. By making submissions at any stage of the competition an Applicant is acknowledging awareness of, and agreement with, the provisions set out in this document

iii) Nothing in the Contractors Application Form creates a contract between the Authority and the Applicant, nor does it create or place any obligations on the Authority.

iv) Applicants will ensure that they are familiar with the Council’s General and Service Specific Terms and Conditions, Service Specification, Instructions to Contractors, and Contractors Application Form, including all Appendices.  By taking part in this Procurement process, Applicants will be deemed to have read, understood and allowed for all the requirements of the service.
v) The Authority reserves the right to amend the Procurement Documents and/or following further competition, the Contract documentation at any point prior to the award of the contract.
3.
DEFINITION OF A DYNAMIC PURCHASING SYSTEM (DPS)

The definition of a Dynamic Purchasing System under EU Procurement Regulations is a completely electronic process for making commonly used purchases for a period of up to four years. 

Contractors that meet the assessment criteria will be admitted to the DPS.
The system is open to any economic operator (Contractor) who meets the selection criteria and submits an application that is found to be compliant. 
4.
INFORMATION TO APPLICANTS
Wigan Council is prepared to receive applications to be included on the Dynamic Purchasing System (DPS) List relating to the provision of Home to School Transport and Social Care Transport, which will be subject to the Council’s T & C’s, Service Specification Instructions to Contractors and Contractors Application Form submitted via the Chest – https://www.the-chest.org.uk/
The DPS period will be for a period of 4 years.  It is intended for the DPS to commence 1st July 2015 and operate for 4 academic years.  During this period, the DPS will remain open to new contractors.  

The Council has decided not to divide the home to school transport and adult social care routes/journeys contracts into lots (Public Contracts Regulations 2015: Regulation 46) to enable all contractors admitted to the DPS to tender for all routes issued for competition during the life of the DPS.
Individual contracts awarded under the DPS can commence at any time after the commencement date, however the majority will begin on the first day of the Autumn term.

Applications to be  to the DPS will not be considered which do not comply with Wigan Council’s Terms and Conditions, both General and Service Specific, applicable to this DPS, shown as attachments to this document for downloading. 

The Council cannot guarantee to award any specific quantities/work during the period of the DPS and acceptance on to the DPS is not a guarantee of being awarded specific routes.  

However operators who are not on the DPS will be unable to apply for routes that become available.

Organisations are given the opportunity to raise clarification questions via https://the-chest.org.uk/ by the deadline 1st May 2015 17:00. 
Any questions raised by organisations, that would result in the Council providing additional information or clarifying aspects of the application will be communicated to all applicants via the Chest.

The Council reserves the right to clarify information with applicants once application responses have been assessed.  

Applications shall not be qualified or accompanied by statements that might be construed as rendering the application equivocal.  Only unqualified applications shall be considered.  The Council’s decision as to whether or not an application is in an acceptable form will be final.

A fully compliant application must be submitted.  Failure to comply with any of the instructions detailed in the application may result in your application being treated as non compliant and excluded.

The Council will not be liable for any costs incurred in preparing and submitting your application.  It is your responsibility to obtain, at your own expense, any information you need to prepare your application.

The key requirement of this procurement process is to appoint contractors to the DPS that offer the best combination of skills, expertise and quality in line with the evaluation and award criteria.  The Council therefore needs to ensure that it has the necessary information in order to evaluate the applications and select the best contractors for the delivery of the contractual requirements.  Regretfully, we may have to reject any bid, which does not adequately follow the instructions in this document.  These instructions are intended to make sure that all contractors are given equal and fair consideration.  Please provide all your information in the layout and order outlined within the Contractors Application Form below.

No Conditions submitted or referred to by the Contractor when applying shall form part of the DPS unless specifically agreed to in writing by the Council.

The Council is not obliged to award any contract under a DPS. 
The Council reserves the right not to award routes to one Contractor where there are concerns regarding the Contractors resources or capacity to successfully operate all contracts in full accordance with the service specification and terms and conditions.
Any Submission received after the time specified for receipt will be excluded from this procurement process.
5.
ESTABLISHMENT OF A DPS
The DPS is a two stage process that will be used as a mechanism through which the contracting authority will procure transport services.  The DPS is open during its lifecycle, which means that following the initial establishment of the DPS, contractors can apply to the DPS at any point in time.  

The process outlined in this application is for the initial establishment of the DPS.  Responses to this application will be assessed against the criteria set out within this document and applicants will be informed following the assessment if the have been successful or not.  The assessment is based on the responses to the questions within the Contractors Application Form.  Some of the criteria within this assessment are PASS/FAIL questions and therefore all of these questions must be passes and the quality threshold of 60 marks must be met regarding the Service Delivery and Quality elements in Part 3 of the Contractors Application form in order to be successfully admitted onto the DPS.

Those who have applied and have been unsuccessful may re-apply to be admitted to the DPS. 

Where a Contractor has previously been unsuccessful, it is unlikely a further application will be successful unless the reasons why the previous application was unsuccessful have been addressed.

Contractors should note that the Council regards the evaluation of applications as a continuous process up to the point of award of a place on the DPS.  Due consideration will be given to any relevant factors that come to light during this process and further information may be sought at any time including, but not limited to references, vehicle/service assessments and visits to the operators’ premises.  In the event of an unsatisfactory finding at any stage in the evaluation process the Council reserves the right to disqualify the applicant concerned from the process without compensation.

6.
AWARD OF CONTRACTS UNDER THE DPS

Following the initial establishment of the DPS, the contracts for individual routes will be awarded via further competition/mini competition, when required. Contracts will be awarded to the contractor bids that offer the Council the most economically advantageous tender, using the criteria of cost. 

The majority of planned Home to School Transport routes will be issued collectively for competition to Contractors who had been admitted to the DPS at the date of issue, in July each year, with contracts awarded for the academic year commencing in the Autumn term of that year. 

Individual route specifications will be provided for each service to be contracted as part of the mini-competitions.  Contracts will be awarded on a individual route basis however, consideration will be given to awarding contracts for all routes to a given school to one contractor. The basis of such an award will be at the discretion of the Authorised Officer and will only be made if it is deemed to be the most economically advantageous approach. 
It is intended to trial this school based approach at Willow Gove School during the academic year 2015-16 should it be financially viable following the mini-competition. 

All existing Adult Social Care journeys will be awarded from a schedule of rates that will form part of a further competition to Contractors who have been admitted to the DPS.  This further competition will be issued in October 2015 with contracts awarded by the end of November 2015.  Any new Adult Social Care journeys will be awarded from the schedule of rates as and when required. 
All Transport Services contracted via the further/mini-competitions must be operated in accordance with the conditions set out in the General and Service Specific Terms and Conditions, and in addition to the Service Specification, Contractors will be required to comply with any route/journey specifications that will be provided at the time of each further/mini-competition. 

Following evaluation of tenders submitted by Contractors for routes offered under further/mini competitions, successful Contractors will be informed if they are to be awarded contract/s to provide Transport services, and also if they have been unsuccessful.

It is at this point when a specific route/journey has been awarded that the contract is made between the Council and the successful contractor.

Any extensions to these contracts will be subject to a continuance of service requirement, satisfactory performance, continued value for money, local authority requirements and policies, market forces and/or changes in legislation.
Wigan Council may issue ad hoc routes via mini-competitions at ant time, as required, and in exceptional circumstances, in order to meet statutory obligations to provide home to school transport, may request Contractors submit their mini-competition bids for these ad hoc routes within 2 working days from issue. 

All Contractors admitted to the DPS will be notified via email of the release of any mini-competitions issued for tender.
7.
APPLICATION CRITERIA AND ASSESSMENT

In order to be included on to the DPS, contractors will have to satisfy all mandatory requirements and quality accreditation criteria, with a weighted quality threshold of 60 marks out of 100 marks.

Weighted scores will be calculated by multiplying the score for each quality criteria by its weighting. The weighted scores will be totalled for each applicant.  The totals will be normalised so that the normalised highest total will attract the highest quality score i.e. 100marks. 

This means that if an applicant’s Service Delivery and Quality score does not reach the weighted quality threshold, of 60marks, the application will be rejected.

Service Delivery and Quality will be assessed in accordance with how Contractors will fulfil the specification in six key service areas as set out in Contractors Application Form, Part 3 “Service Delivery and Quality”. 

Marks will be awarded on Contractor’s method statement responses to each of the six questions and the scoring will be based on methodology outlined in the Contractors Application Form. 

8.
COMPLETION OF THE APPLICATION 

The entire procurement exercise for transport services for Wigan Council will be undertaken through the Chest – https://the-chest.org.uk/ 

Applications must be completed and submitted through this portal. 

Failure to comply with the above will invalidate your application response.

9.
TIMETABLE 

Contractors should note these timetable dates:

	Procurement Phase 1
	Dates

	Application to be admitted onto the Home to School Transport and Adult Social Care Transport DPS
	17/04/2015 onwards

	Application Return Date
	18/05/2015 at 17:00

	Notify successful/unsuccessful Contractors
	19/06/2015

	Standstill period
	19/06/2015 – 29/06/2015

	Procurement Phase 2
	Dates

	DPS opened and all Contractors admitted to the DPS invited to submit tenders for competition/mini competitions and for the receipt of new Contractor Applications to be admitted to the DPS
	From 06/07/2015

	Contracts Awarded
	From 17/08/2015

	Start date for Contracts 
	02/09/2015


Please note that the timetable dates detailed in this Instruction to Contractors are provided as indicative dates only. The Council may if necessary, extend the period for completing the award process. 

All contractors will be notified of the outcome of Phase 1. 

Contractors will be notified simultaneously, as soon as possible of any decision made by the Council, during the procurement process. 

10.
ORGANISATION’S INDIVIDUAL WARRANTIES
In submitting its application, your organisation warrants, represents and undertakes to the Council that:-
All information, representations and other matters of fact are communicated to the Council by your organisation, its staff or agents in connection with or arising out of the application are true, complete and accurate in all respects, as at the date of submission of the application.

It has made its own investigations and research and has satisfied itself in respect of all matters (whether actual or contingent) relating to the application and that it has not submitted the application and will not be entering into the Establishment of the DPS in reliance upon any information, representation or assumption which may have been made by or on behalf of the Council.

It has the power and authority to enter into the Establishment of the DPS and perform the obligations specified in the Contract documents and will if requested, produce evidence of such to the Council.

It is of sound financial standing and has and will have sufficient working capital, skilled staff, equipment and other resources available to perform the obligations specified in the Contract documents.
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