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INSTRUCTIONS TO CONTRACTORS

JULY 2015

STAGE 2 of the Home to School Transport and Adult Social Care Transport Dynamic Purchasing System (DPS)  -
                                                Competition
INTRODUCTION 

The Authority has a duty to assist in making suitable travel arrangements for children within the Wigan Council area who are eligible for support to enable them to attend school/college. This includes those children assessed as having special educational needs (SEN) and/or mobility issues. Arrangements are made for each eligible child that most appropriately meet their specific needs. In some cases this takes the form of vehicular home to school transport, commissioned via external transport operators. Transport assistance also extends to transport to respite care centres when needed. 

As detailed in the DPS Application - Instruction to Contractors Part 1, it is intended to trial a school based approach to providing Home to School Transport at Willow Grove School with consideration being given to awarding contracts for all routes for that school to one Contractor, if it is deemed to be the most economically advantageous approach for the Council.
Contractors are requested to price for all or any route for Willow Grove School on the Route Pricing spreadsheet, but if pricing for all routes and exclusive provision of Home to School Transport for that school, Contractors are requested to offer a % discount against their total individual route prices for that school.

MINI COMPETITION
As this service is demand led it is necessary to allow for service provision to be increased or decreased in line with demand.

To meet changes in demand the Council will hold mini competitions as and when required under which all Contractors admitted to the DPS will be issued with Route Pricing Schedule spreadsheets and any relevant specifications and will be invited to submit tender bids, with specified submission return dates.
All Transport Services contracted via 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.

CONTRACT LENGTH
In July each year, the majority of planned Home to School Transport routes will be issued collectively for competition to Contractors then admitted to the DPS at the date of issue, with contracts awarded for the length of academic year commencing in the Autumn term of that year.
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 any time, as required, during the academic year and contracts will run generally until the end of that academic year.
CONTRACT FORMALISATION
In the event of a Tender response being successful an actual Contract between the Authority and the successful Applicant will only come into existence following notification to the Applicant in writing by the Council’s Authorised Officer.
TIMETABLE
Set out below is the proposed procurement timetable.  This is intended as a guide and the Authority reserves the right to amend it at any time.  Specifically, the Authority reserves the right not to award the contract on the intended dates, or at all.
	Date:
	Activity:

	Tuesday 7th July 2015
	Tender for Home to School routes issued for competition for vehicle categories - Accessible minibus 8 seats, Accessible minibus 16 seats, 8 seat minibus, 16 seat minibus and 22 seat coaches 

	Wednesday 22nd July 2015
	Submission Return Date for tenders for vehicle categories - Accessible minibus 8 seats, Accessible minibus 16 seats, 8 seat minibus, 16 seat minibus and 22 seat coaches

	Tuesday 14th July 2015
	Tender for Home to School routes issued for competition for vehicle categories – Taxis, Accessible taxis and Black cab 

	Wednesday 29th July 2015
	Submission Return Date for tenders for vehicle categories - Taxis, Accessible taxis, Accessible minibus and Black cab

	Friday 7th August 2015
	Evaluation of all Submissions completed

	Monday 10th August 2105
	Successful / Unsuccessful Letters issued 

	Wednesday 2nd September 2015
	Contract Commencement


COMPETITION INFORMATION

IMPORTANT - Information set out in this document is relevant to the whole procurement process. By making submissions at any stage of the competition a Contractor acknowledges awareness of, and agreement with, the provisions set out in this document.

No Legal Obligations
Nothing in the Competition Documents creates a contract between the Authority and the Applicant, nor does it create or place any obligations on the Authority.

Applicants will ensure that they are familiar with the Competition Documents and requirements.  By taking part in the Competition, Applicants will be deemed to have read, understood and allowed for all the requirements of the service.

The Authority does not bind itself to accepting any Applicant’s submission, nor will the Authority be responsible for, or pay for, any expenses or losses incurred by an Applicant in the preparation of their submissions.

The Authority reserves the right to amend the Competition Documents and/or Contract at any point prior to the award of the contract.
Contractor’s submissions
Any Submission received after the date specified for the return of tenders will be excluded from the competition.  

Confidentiality
All Competition Documents including Submissions must be treated as private and confidential.  Applicants must not release details of the Competition, other than in confidence to those who have a legitimate need to know or whom they need to consult for the purpose of taking part in the Competition.  Applicants shall not at any time release information concerning the Competition for publication in the press or any other medium. 

DISCLOSURE PURSUANT TO THE FREEDOM OF INFORMATION ACT  2000
Commercially Sensitive Information: information of a commercially sensitive nature relating to the Applicant’s  business; being information which is reasonably identified by the Applicant as such in writing at the time of submission of the same.

Environmental Information Regulations: the Environmental Information Regulations 2004 together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations.

FOIA: the Freedom of Information Act 2000, and any subordinate legislation made under the Act from time to time, together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such legislation.

Information: has the meaning given under section 84 of FOIA.

Request for Information: a request for information or an apparent request under the Code of Practice on Access to Government Information, FOIA or the Environmental Information Regulations.

Freedom of information 

The Applicant acknowledges that the Authority is subject to the requirements of the FOIA and the EIRS. The Applicant shall:

 in making submissions clearly identify any information submitted by a Applicant that it considers to be Commercially Sensitive Information;  explain the potential implications of disclosure of such information; and provide an estimate of the period of time during which the Contractor believes that such information will remain commercially sensitive.

provide all necessary assistance and cooperation as reasonably requested by the Authority to enable the Authority to comply with its obligations under the FOIA and EIRs;

transfer to the Authority all Requests for Information relating to this Agreement that it receives as soon as practicable and in any event within 2 Working Days of receipt;

provide the Authority with a copy of all Information belonging to the Authority requested in the Request For Information which is in its possession or control in the form that the Authority requires within 5 Working Days (or such other period as the Authority may reasonably specify) of the Authority's request for such Information; and

not respond directly to a Request For Information unless authorised in writing to do so by the Authority.

The Applicant acknowledges that the Authority may be required under the FOIA and EIRS to disclose information (including commercially sensitive information) without consulting or obtaining consent from the applicant . 

The Authority shall take reasonable steps to notify the applicant of a request for information (in accordance with the Secretary of State’s Section 45 Code of Practice on the discharge of the functions of Public Authorities Under Part 1 of the FOIA) to the extent that it is permissible and reasonably practical for it to do so but (notwithstanding any other provision in this agreement) the Authority shall be responsible for determining in its absolute discretion whether any commercially sensitive information and/or any other information is exempt from disclosure in accordance with the FOIA and/or EIRS.
THE PROCEDURE
The successful Applicant for each route awarded will enter into a contract for the service requirement with the Authority, the successful Applicant being referred to as “the Contractor”.  

No approach of any kind in connection with this Competition should be made to any person within, or associated with, the Authority.  The Competition documents are being provided on the same basis to all Applicants and the Authority will not enter into detailed discussion of the requirements at this stage.

DAILY OPERATIONAL MILEAGE
The daily operational mileage is calculated as follows:
The morning journey – the mileage from picking the Passenger Assistant up from their home address; to picking the children up to dropping the children off at school/college.

Plus

For afternoon journeys – the mileage from school/college; to dropping the children off, to dropping off the Passenger Assistant.

Contractors will be required to take the Passenger Assistant home from school in the morning and to school in the afternoon and therefore the costs associated with this need to be included in the tender submission for each route bid for.
For information, included on the Route Pricing Schedule spreadsheet is a column (Pick up Area) which indicates the PA’s home address area/s.
Where no Passenger Assistant is provided then the daily operational mileage is for the morning from picking the child/children off and dropping them at school PLUS for the afternoon, from school/college to dropping the child/children at their home.
Wigan Council reserves the right to change the allocation of journeys subject to the needs of the service if for example – 

· Journeys are temporarily cancelled

· Numbers of passengers on any route changes

· Journey lengths and times change

· Journeys are permanently deleted

VARIATIONS
The Council will amend routes periodically. Where this happens Contractors will be informed of the new mileage along with passenger details. Mileage will be calculated using computer routing. A maximum of 2 miles, either way, per route will be allowed before any variance in price will be considered.
The Contractor will be expected to work within that mileage level.

SUBMISSION OF TENDERS
Contractors must submit their tenders as follows.:-
Dates – 
1) Tenders for Home to School routes issued for competition for vehicle categories - Accessible minibus 8 seats, Accessible minibus 16 seats, 8 seat minibus, 16 seat minibus and 22 seat coaches, must be received by 17.00 on Wednesday 22nd July 2015
2) Tenders for Home to School routes issued for competition for vehicle categories – Taxis, Accessible taxis and Black cab must be received by 17.00 on Wednesday 29th July 2015.
Method – All Tenders for Home to School routes must be made to the Council By Electronic Submission. Tenders, including the Route Pricing Schedule spreadsheet and pdf copies of the completed and signed Form of Tender, Certificate Against Canvassing and Non Collusive Tendering Certificate must be emailed to :
hometoschooltransportdpstenders@wigan.gov.uk
Contractor’s tender submission emails should be clearly headed either Minibus/Coach Tender or Taxi Tender.
EVALUATION PROCESS
The Council will evaluate all tenders received, before the published closing date/time from Contractors who have been admitted to the DPS, for the routes offered for competition by the Council.
Contracts will be awarded to the Contractor bids that offer the Council the most economically advantageous tender, based on lowest cost. 

With the possible exception of Willow Grove School, Contracts will be awarded on an individual route basis
In the case of Willow Grove the Council is inviting an additional option as a potential alternative to awarding individual routes for the school. 
In the event that this bid is more competitive and a Contractor is awarded exclusive provision of all transport for Willow Grove it is intended that any additional requirement for transport will be incorporated into existing routes for the remainder of the academic year.

In the event that this is impractical, and a new route is required, then the Council will directly request the Contractor to provide a price, based upon previously tendered rates, which, if considered to provide value for money for the Council, will result in the route being awarded direct to the previously appointed Contractor.
In the event that the Evaluation Panel considers that Contractor’s submitted bids do not  provide value for money, the Council is under no obligation to award a contract for any route.
The route may then be re-issued to Contractors via the DPS for competition under a further mini competition, or be offered to the Contractor who having submitted the lowest acceptable bid, but having no remaining vehicles for the specified vehicle category e.g. 8 seat minibus, but having submitted an unsuccessful bid for a higher category of vehicle, which remains unallocated e.g.16 seat minibus, on the condition that the Contractor is prepared to honour their original bid price.

In the case of more than one identical lowest bid being submitted for a route, an award decision based on the Contractor who had achieved the highest score on Part 3 of their Contractor Application Form will be made.

The Council has a tried and tested methodology for awarding route contracts.
Experience has proved that many Contractors submit bids for far more routes than they have vehicles available to undertake these services and so may not have sufficient vehicles to undertake all the routes for which they have submitted the lowest bid. 

The Council will have to respond to this by offering to award routes in the order which provides the largest savings to the Council.

Once all of a Contractor’s vehicles have been allocated to routes for the required vehicle category, any other routes for which they had submitted the lowest bid, but with no vehicles remaining to allocate, will be offered to the Contractor submitting the second lowest bid for each route, and if all their vehicles have been allocated to other routes, the third lowest bid and so on.
As this Service is a demand led service it is necessary to allow for service provision to be increased or decreased in line with demand,

It must be noted that changes to the number of passengers to be transported means that routes may be increased or decreased during the academic year, after the contract has been awarded.
Should both Parties be unable to mutually agree a price or should the price increase/decrease offered be considered to be unreasonable (ie at a rate in excess of the rate per mile at which the route contract was awarded) then the Council may decide at its own discretion, to terminate the route contract and issue a mini competition in respect of the revised service requirement, without incurring any further liability to the Contractor.

AWARD OF CONTRACTS
Following the 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 Home to School Transport services, and also if they have been unsuccessful.
Form of Tender

	Tender for the Provision of Home to School Transport and Adult Social Care Transport.

To:  Wigan Council

Having read the Tender Documents and all the DPS contract documentation relating to the above I undertake and agree as follows:-

a) to deliver the required services on being notified of acceptance of my/our Tender in whole or in part;

b) having examined the Tender Documents for the delivery of the above services, we offer to deliver/carry out the said services in conformity therewith for the sum/sums enclosed in the  Home to School Transport and Adult Social Care Transport tender spreadsheet of this Tender response;

c) that my/our prices will not be divulged to any person, firm or organisation  before the hour and date specified for the return of Tender submissions;

d) not to withdraw the offer contained herein nor to refuse to execute or seal a formal agreement within 90 days of being called upon to do so and I/we clearly understand that any failure on my/our behalf to comply with the foregoing provisions may lead to my/our being disqualified from tendering for a minimum period of three years;

e) we understand you are not bound to accept the lowest Tender or any Tender you may receive and you will not pay any expenses incurred by us in connection with the preparation and submission of this Tender;

f) I/we understand and agree that any breach, non-observance or non-performance of the foregoing or any of these entitles the Council to cancel any agreement then existing between me/us and to recover from me/us the amount of any loss sustained by users in consequence thereof;

	Signed …………………………………………………………………………………………………………………

Name …………………………………………………………………………………………………………………..

	Duly Authorised to sign for and on behalf of 

…………………………………………………………

Organisation Name
	Position Held

……………………………………………………



	Address

Telephone Number 

Mobile Number
	Company Stamp

Date


To be Completed by Contractor and returned as a PDF with the Route Pricing Schedule
Certificate Against Canvassing
	Tender for the Provision of Home to School Transport and Adult Social Care Transport.

To:  Wigan Council

WE CERTIFY THAT:

We have not canvassed or solicited any Member, Officer or employee of the Authority, in connection with the award of this Tender or any other Tender or proposed award of the Tender for the supply of Services and that to the best of our knowledge and belief nor has any person employed by us or acting on our behalf has done any such act.

We further hereby undertake that we will not in the future canvass or solicit any Member, Officer or employee of the Authority, in connection with this Tender or any other Tender or proposed Tender for the supply of Services and that no person employed by us or acting on our behalf will do any such act.

IN THIS CERTIFICATE

‘Person’ includes any person or any body or association.

‘Any canvassing or soliciting’ includes any direct or indirect canvassing or any attempts to

obtain information by any means.



	Signed …………………………………………………………………………………………………………………

Name …………………………………………………………………………………………………………………..

	Duly Authorised to sign for and on behalf of 

…………………………………………………………

Organisation Name
	Position Held

……………………………………………………



	Address

Telephone Number 

Mobile Number
	Company Stamp

Date


To be Completed by Contractor and returned as a PDF with the Route Pricing Schedule
NON Collusive Tendering Certificate 
	Tender for the Provision of Home to School Transport and Adult Social Care Transport.

To: Wigan Council

In recognition of the principle that the essence of tendering is that the Authority shall receive bona fide competitive tenders from all those tendering.

WE CERTIFY THAT: 
The tender submitted herewith is a bona fide tender that is intended to be competitive. 

We have not fixed or adjusted the amount of the tender under or in accordance with any agreement or arrangement with any other person. 

We have not done and we undertake that we will not do at any time before the hour specified for the return of the tender any of the following acts: 

a) communicate to a person other than the person calling for this tender the amount or approximate amount of the proposed tender (except where the disclosure, in confidence, of the approximate amount of the tender was essential to obtain insurance premium quotations required for the preparation of the tender); 

b) enter into any agreement with any person that they shall refrain from tendering or as to the amount of any tender to be submitted and; 

c) offer to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender any act or thing of the sort described above. 

IN THIS CERTIFICATE 
‘Person’ includes any person or any body or association. 

‘ Any agreement or arrangement’ includes any transaction of the sort described above, formal or informal and whether legally binding or not.

	Signed ……………………………………………………
	Name …………………………………………………….

	Duly Authorised to sign for and on behalf of 

………………………… ……………….Organisation Name


	Position Held

……………………………………………………



	Address

Telephone Number 

Mobile Number
	Company Stamp

Date


To be Completed by Contractor and returned as a PDF with the Route Pricing Schedule
