[image: image9.png]Council




ENVIRONMENT DIRECTORATE:
Provision of Security Guarding at;

Wigan Council Depot, Makerfield Way, Ince, Wigan, 

WN2 2PR

Period: 3 years 

(With Annual Reviews)

TENDER REFERENCE – Security 2017 - 2020
INVITATION TO TENDER

TENDER INFORMATION AND INSTRUCTIONS

Once completed please submit the ITT Questionnaire to Wigan
 Council together with supporting documentation via ProContract 
(formerly ‘The Chest’) 

https://procontract.due-north.com 

DEADLINE FOR SUBMISSION 
0900 hours 3 April 2017
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INVITATION TO TENDER
You are invited to tender for the provision of Security Guarding under the terms and instructions set out in this document. 
1. BACKGROUND AND INFORMATION
1.1 Wigan Council

Wigan is a metropolitan borough of Greater Manchester and is the most north western in Greater Manchester. It has borders with other Greater Manchester boroughs, Cheshire, Merseysidee and Lancashire. 

With a growing population estimated at 317,800 people, it is also the 9th largest metropolitan borough in England covering an area of 77 square miles (200 km2), surrounded by the motorway network including the M6, M58, M61 and in close proximity to the M60 and M62.

The geographical overview below demonstrates the localities and places within the borough.
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Localities are how Wigan Council group areas together to help deliver an efficient service.
The Council’s priorities are:
· Confident Places - Improving economic and social opportunities; an attractive, accessible and lively borough, with a prosperous economy as the location of choice for investment.

· Confident People - Protecting vulnerable groups and enhancing self-reliance. Improving life opportunities and independence for everyone to start well, live well and age well; particularly for those most dependent on public services.
· Confident Council - The council has re-focused its reduced resources towards early intervention and prevention to achieve more for less – integrating public services around whole life issues to build self-reliance and maximising community assets.
1.2 Depot Information

Makerfield Way Depot is a multi service site guarded 24/7 with a CCTV system. 
Although always open to change the site accommodates or supports core council services such as:

· Waste & Recycling collection, 
· Fleet maintenance, 
· Environmental Enforcement, 
· Property maintenance, 
· Combined Stores,

· Infrastructure maintenance (including Highways, Street lighting & Sign shop), 
· Integrated Community Equipment Store,

· Integrated Transport Vehicles, 
· Metrofresh, 

· Mail Vehicles,
· Heritage Store, and

· Trading Standards.

In addition the depot accommodates the Borough’s Ring and Ride service.
At any given time upwards of 400+ staff and 300+ vehicles can be operational around the depot each and every day. In addition the site is busy on a daily basis with other pedestrian and vehicle movements from visitors, sub-contractors and vehicles (mainly taxi’s) for MOT’s.
The depot has within its operations; a vehicle wash, fuel station, weighbridge, waste / skips area and a Cat Loader.

Large parts of the depot are under full hi-visibility work wear rules.
            Makerfield Way Depot - Site Plan
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2. SERVICE REQUIREMENTS
The security provision is based on a contracted 131 hour week, which will be worked over a 24/7 seven day week period alongside the in house security officer (who works 37 hours per week Monday – Friday).

Normal hours of contracted guarding:


Monday – Thursday

1330 hours – 0600 hours

Friday - Monday


1300 hours – 0630 hours

Additional hours will be required to cover Wigan Council employed security guard holidays and sickness.
Whilst not an exhaustive list, with Wigan Council retaining the option to amend requirements, the following service requirements are expected of security guarding at Makerfield Way Depot:

· Provide a highly visible guarding service to maintain depot integrity, including yard patrols, checking the sites buildings, utilising the sites CCTV system and checking vehicles entering the site.

· The security barriers MUST remain in the closed position at all non-busy times and access controlled by the officer.  Busy times are deemed to be 0645 hours to 0745 hours and 1430 hours to 1515 hours, where Officers are required to stand by the barrier if the egress barrier is left in the ‘open’ position.
· Act as first line physical presence on the site and when necessary challenge individuals who are deemed not to have authorisation to enter or be present on the site.

· To act as the greeter for all visitors and contractors by directing them accordingly to their meeting points and designated areas of work, along with ensuring any persons that need to sign the visitor log, do so prior to entering.
· Monitor and authorise entrance of and departure of employees, visitors, and other persons to guard against theft and maintain security and safety of the premises.

· Direct and ensure adherence to designated parking areas by all depot users, notifying the relevant manager of any non-compliance.

· Control vehicles entering the premises by using the control barrier and gate in line with the operating procedures and stop any vehicle deemed not to have any authorisation and instruct accordingly, along with advising them to adhere to the site rules including speed limits, direction of travel and hi-visibility wearing requirements.

· Officers are to advise all pedestrians entering the site of their responsibility to adhere to the designated walkways and hi-visibility wearing requirements - all failures to comply with this instruction should be reported to site management.

· Officers are to ensure cyclists entering the site are eligible to enter the site and do so in a safe manner.

· Officers are to operate and use the loud speaker system as an additional deterrent when necessary.

· At operationally busy times, when large volumes of Refuse and other HGV vehicles are leaving the site (in particular between the hours of 0645 to 0800), be present outside of the security cabin and undertake traffic management to ensure safe movement of vehicles and pedestrians.
· Officers are to brief Taxi drivers arriving for vehicle MOT on the road rules within the depot and instruct on any diversion due to works (including the use of the large loader).
· Officers will be informed of changes to access permissions to the depot by either the Wigan Council employed security guard, the Depot Manager or a Service Manager.

· Officers are to assist any disabled visitors or depot staff where required to the reception and ensure the relevant depot personnel are informed of their arrival.
· Outside the normal sites working hours communicate with Wigan Council’s CCTV monitoring suite (Central Watch) when it is necessary to report a security incident or in an emergency contact the police.

· Support site management in the event of fire evacuation procedures being activated or any planned fire drills.

· At conclusion of the tour of duty ensure that all buildings and the depot yard are checked, prior to undertaking the checks the access/exit route gates to the site are to be closed and secured – during winter maintenance season the early evening shut down check is to be delayed until the last gritting vehicle has left the depot.
· Open up and/or lock up all buildings at the start and end of each working day as and when required.

· Outside the normal sites working hours undertake hourly external yard patrols and accurately log these events along with any notable incidents

· To ensure safety of officers and full security coverage of the site all officers are to contact their employing contractors control room at the start and end of their duty and every hour past 1900 hours.

· All officers on duty should contact the Depot Manager or out of hours the CCTV monitoring suite (Central Watch) prior to any patrols or conducting any activity on site. 

· Officers are to divert the security cabin telephone to the mobile security phone whenever they are away from the security cabin.

· Exchange all necessary information/intelligence to colleagues during shift handover to ensure continuity in the service provided – utilise the daily briefing sheet, with officers signing the log at the front at the start and end of shifts, along with reading assignment instructions.
· Maintain accurate records and logs of incidents and site visit logs, with all visitors or contractors to the site being recorded in the log book and procedures for access to the site followed. 
· Officers are to complete incident reports and forward to the Depot Manager and copy in the Service Manager Property Maintenance.

· Officers are to log any Wigan Council Officers who do not have their own access cards or fobs in the security log book and provide this information to the Wigan Council employed Security Guard or in their absence the Depot Manager on a weekly basis.

· Responsible for ensuring that all paperwork is completed accurately and submitted within laid down timescales.

· Responsible for reporting any incidents that may be in contravention of the current instructions or regulations as implemented by site management.

· Officers are to log any defects on site or Health and Safety concerns in the defects book, as and when they occur or are noticed.

· Conduct and record daily operational checks of the sites CCTV system to ensure that all cameras are in working order and report any faults found to the relevant section, also follow up any reported faults so that repairs are completed within agreed timescales.

· Report any defects that have been identified to site equipment or any site building during the general patrolling of the site grounds.

· Operate the on-site security equipment, such as the intruder alarms and CCTV system and when required to do so undertake the responsibility of downloading recorded CCTV data.

· Officers are to communicate with the Police in the event of an emergency situation and log the crime number.

· Wigan Council stores have limited times for deliveries of goods / materials and on arrival of delivery vehicles stores staff are to be contacted prior to allowing the vehicle access onto the site. If approval for access from stores is NOT received, then the vehicle is not permitted on to the site.
· All drivers and passengers of vehicles being given access for deliveries to the depot are to be checked by officers for wearing hi-visibility garments prior to access.

· Officers will be responsible for operating the weighbridge facility via their Security Cabin, informing drivers of any excess weights and ensure that Wigan Council Officers and Contractors sign the appropriate paperwork prior to leaving the depot and pass this signed paperwork to the Stores / Depot Manager.
· Officers MUST NOT enter the Tachograph room in transport, only qualified fitters are allowed in this room.

· Officers are NOT to enter Wigan Council (Combined and ICES stores) unless:

· an emergency incident occurs within these areas, 

· out of hours to oversee Wigan Council staff on-call/duty who are permitted to enter the stores and complete a requisition for materials required for work (Wigan Council operational on call lists are issued in advance to Security)

· Officers are NOT to issue store materials to sub-contractors, unless prior notification of this requirement has been issued to officers by operational managers, or they are named on the on call lists issued to Security.
· Officers are to provide access to stores to Wigan Council on-call supervisors and operatives out of hours, and log the items taken from the stores by these individuals. This information is to be passed to Stores / Depot Manager at the start of the next in – hours working day.
· Officers are NOT insured to drive Wigan Council Vehicles, therefore must NOT drive vehicles without prior permission from a Service Manager (who would require relevant licenses to be presented for approval). 

· Officers will be required to utilise the sites IT and telephone systems as part of their duties. As officers are not Wigan Council employees they are to only utilise electronic systems in line with the security of the depot. Officers will have to adhere to Wigan Council policies on ICT and telephone use, along with the CCTV code of practice. Failure to comply could result in the appropriate action being taken against individuals or the contractor. NOTE: this includes officers not contacting officers or elected members of Wigan Council that are not involved in the depot operations or designated for emergency contact.
· Officers will be required to be in smart uniform when on duty and to wear the high visibility tops when patrolling the site grounds – Issuing of uniform and PPE (personal protective equipment) is the responsibility of the contractor. Wigan Council will ONLY be providing one hi – visibility vest per officer per annum and will NOT be issuing any other items to operatives, if any operative is inappropriately dressed resulting in Wigan Council having to issue PPE for the operatives safety, the contractor will be billed for the cost of items.
The successful contractor is to implement changes to the originally stated duties of officers above, within agreed timescales.

The successful contractor is to provide Wigan Council with a named contact and deputy contact (with full contact details) for the day to day management of this contract. Any changes to these contacts or contact details are to be communicated to Wigan Council within 1 working day of the change.

TUPE will potentially apply as the service is currently delivered by Sector Security Services Limited. Current costs and arrangements can be found at Appendix C
3.
SUMMARY INSTRUCTIONS AND DETAILS OF TENDER
	ITEM
	CONTRACT DETAILS

	Contract Description:
	Provision of Manned Security Guarding at;

Wigan Council Depot, Makerfield Way, Ince, Wigan, WN2 2PR



	Scope:
	See Service Requirements within this ITT

	Geographic focus
	WIGAN BOROUGH

	Insurance Requirements:
	Employers  Liability - £10 million, and 
Public Liability - £5 million

	Period of Contract:
	1 June 2017 – 31 May 2020


	Procuring Officer:
	Linda Mickleburgh-Benn

	Questions or requests for clarification:
	Any questions or requests for clarification in relation to the tender process must be submitted via 'The Chest'.  The Council will not respond to any communications (e-mails etc.) which are submitted outside 'The Chest'.

	Submission instructions:
	Electronic upload via ‘The Chest’ e-procurement portal (https://www.the-chest.org.uk).  

	Date/time for Tender return:
	0900 hours 3 April 2017
Submissions will be received up to the above deadline.  The Council does not undertake to consider tenders received after the return date/time.  Those received before the return date/time will be retained unopened until then. For information regarding uploading information to 'The Chest' please refer to the attached guidance note accompanying these Tender documents. 


4.
TIMETABLE

NB. This timetable is indicative only.  The Council reserves the right to change it at its discretion.

	Stage
	Date(s)/time

	Issue of Invitation to Tender
	1 March 2017

	Cut off deadline for questions to be submitted via ‘The Chest’
	1700 hours

20 March 2017

	Pre Tender Questions to be responded to by 
	27 March 2017

	ITT Submission deadline
	0900 hours

3 April 2017

	Evaluation of Tenders
	10 April 2017

	Interviews 
	11 -14 April 2017

	Internal Approvals
	Wk 17 April 2017

	Intention to award letter
	24 April 2017

	Pre-Contract Meeting
	28 April 2017

	Service Start Date 
	1 June 2017


The Council reserves the right to amend this timetable.

5. TENDER INSTRUCTIONS AND INFORMATION
5.1
About These Instructions

These instructions are designed to ensure that all tenderers are given equal and fair consideration.  It is important therefore that you provide all the information requested in the format and order specified. 

Full details of the Service required under the Contract and all other relevant information is provided in the accompanied Service Specification.  All enquiries concerning this Invitation to Tender should be submitted via ‘The Chest’ e-procurement portal: -

https://www.the-chest.org.uk  
We will only provide information and answer any enquiries via ‘The Chest’ portal    https://www.the-chest.org.uk.  We will keep the source of any questions confidential however we must make all questions and answers available to all tenderers.  In doing this we are unable to amend the questions and they will be made available in their entirety as they are submitted. Please do not include any information in questions that you are not prepared to have made available to others. 

You should not contact any other person regarding this matter unless expressly advised by ‘The Chest’. 

Assistance in submitting an application via The Chest is available on the website. You can log issues directly with Due North (Proactis) who operate The Chest website by either sending an e-mail to ProContractSuppliers@proactis.com or by going directly to http://proactis.kayako.com/default or by following the support options in product and via the corporate website. Wigan Council uses Version 3 (V3) of The Chest. Telephone calls direct to The Chest’s helpdesk must only be used for time sensitive issues. The current helpline number is 0330 005 0352 (Mon – Fri 9am – 5:30pm). Otherwise, for issues which are not time sensitive you are advised to use the electronic helpdesk facility.

There is also a series of guidance notes available on ‘The Chest’ web site and embedded below:
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5.2
General Information

The contents of this Invitation to Tender (ITT) and of any other documentation made available to you in respect of this tender process are provided on the basis that they remain the property of the Council and must be treated as confidential.  If you are unable or unwilling to comply with this requirement you are required to destroy this ITT and all associated documents immediately and not to retain any electronic or paper copies. 

No Tenderer will undertake any publicity activities with any part of the media in relation to the Contract or this ITT process without the prior written agreement of the Council, including agreement on the format and content of any publicity.

This ITT is made available in good faith.  No warranty is given as to the accuracy or completeness of the information contained in it and any liability or any inaccuracy or incompleteness is therefore expressly disclaimed by the Council and its advisers.  The Council reserves the right to issue supplementary documentation at any time during the tendering process to clarify any issue or amend any aspect of the ITT.  All such further documentation that may be issued shall be deemed to form part of the ITT and shall supplement and/or supersede any part of the ITT to the extent indicated.
If Tenderers have any questions about the Invitation to Tender, such questions should be submitted to the Council using the ‘Messages’ facility within the opportunity advertised on The Chest. A copy of the question and a copy of the written reply may be circulated to all tenderers, with anonymity of the tenderer preserved.  Tenderers must not raise questions through any other channels, including emails direct to the Council.  No questions will be responded to, other than those raised through The Chest as described above

The Council reserves the right to amend the enclosed tender documents at any time prior to the deadline for receipt of tenders.  Any such amendments shall be numbered, dated and issued by the contact officer(s) named above. Where amendments are significant, the Council may at its discretion extend the return date for receipt of tenders. 
Tenders comprising all the documents requested MUST be submitted via ‘The-Chest’ Portal, www.the-chest.org.uk no later than 0900 hours 3 April 2017. The closing time/date for receipt of tenders is clearly marked on the portal.  You are recommended to upload all documents and submit your tender submission in sufficient time for it to reach the server prior to the closing time/date stated. The server automatically time/date stamps all tender submissions.

Tenders received after the above date and time may not be considered.

NB: It can take up to two working days for ‘The-Chest’ Technical Team to respond to any technical enquires. Wigan Council will not be liable for any difficulties encountered uploading documents and the closing date and time will be strictly adhered to. 

Assistance in submitting an application via The Chest is available on the website. You can log issues directly with Due North (Proactis) who operate The Chest website by either sending an e-mail to ProContractSuppliers@proactis.com or by going directly to http://proactis.kayako.com/default or by following the support options in product and via the corporate website. Wigan Council uses Version 3 (V3) of The Chest. Telephone calls direct to The Chest’s helpdesk must only be used for time sensitive issues. The current helpline number is 0330 005 0352 (Mon – Fri 9am – 5:30pm). Otherwise, for issues which are not time sensitive you are advised to use the electronic helpdesk facility.

Ideally, where possible, all supporting documents should be embedded into the tender document, at the relevant question/section, rather than being attached as a separate document(s). This will benefit tenderers by reducing the time to upload their submission, and it also greatly assists the Evaluation Team in identifying the response to each specific area.  

It is critical that the documents are read carefully prior to completion. Any questions which are received after 1700 hours 20 March 2017 may not be considered. 
By issuing this invitation to tender the Council is not bound in any way and does not have to accept the lowest or any tender. 

The Council reserves the right to accept the whole or any specified part of the tender unless the tenderer expressly stipulates otherwise.

You will not be entitled to claim from the Council any costs or expenses which you may incur due to this invitation to tender whether or not your tender is successful. The Council reserves the right to cancel the tender process at any point.  The Council is not liable for any costs resulting from any cancellation of this tender process nor for any other costs incurred by those tendering for this Contract.

You are deemed to understand fully the processes that the Council is required to follow under relevant European and UK legislation, particularly in relation to The Public Contracts Regulations 2015. 

5.3
Freedom of Information Act and Environmental Information Statement
The Council is subject to The Freedom of Information Act 2000 (“Act”) and The Environmental Information Regulations 2004 (“EIR”).

As part of the Council’s obligations under the Act or EIR, it may be required to disclose information concerning the procurement process or the Contract to anyone who makes a reasonable request.

If Tenderers consider that any of the information provided in their Tender is commercially sensitive (meaning it could reasonably cause prejudice to the organisation if disclosed to a third party) then it should be clearly marked as "Not for disclosure to third parties” together with valid reasons in support of the information being exempt from disclosure under the Act and the EIR.

The Council will endeavour to consult with Tenderers and have regard to comments and any objections before it releases any information to a third party under the Act or the EIR.  However the Council shall be entitled to determine in its absolute discretion whether any information is exempt from the Act and/or the EIR, or is to be disclosed in response to a request of information.  The Council must make its decision on disclosure in accordance with the provisions of the Act or the EIR and can only withhold information if it is covered by an exemption from disclosure under the Act or the EIR. 

The Council will not be held liable for any loss or prejudice caused by the disclosure of information that:

· has not been clearly marked as "Not for disclosure to third parties" with supporting reasons (referring to the relevant category of exemption under the Act or EIR where possible); or

· does not fall into a category of information that is exempt from disclosure under the Act or EIR (for example, a trade secret or would be likely to prejudice the commercial interests of any person); or

· in cases where there is no absolute statutory duty to withhold information, then notwithstanding the previous clauses, in circumstances where it is in the public interest to disclose any such information.

5.4
Clarification Meetings, Site Visits and Interviews

The Council reserves the right to hold clarification meetings, site visits and/or interviews as it considers appropriate both before and after Tender submission.

Tenderers may be required to make available key members of their delivery team who will be responsible for the provision of the Contract to demonstrate their understanding and approach as outlined in the Tender and to allow the Council an opportunity to clarify any aspect of the Tender.

5.5
Transfer of Undertakings (Protection of Employment)
TUPE refers to the "Transfer of Undertakings (Protection of Employment) Regulations 2006" as amended by the "Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014". The TUPE rules apply to organisations of all sizes and protect employees' rights when the organisation or service they work for transfers to a new employer.

TUPE has impacts for the employer who is making the transfer (also known as the outgoing employer or the transferor) and the employer who is taking on the transfer (also known as the incoming employer, the 'new employer' or the transferee).

The Council considers that in the event of this contract being awarded other than to the present provider, then the terms of the EU Council Directive on Acquired Rights (Number 2001/23/EC) and/or the Transfer of Undertakings (Protection of Employment) Regulations 2006 (as amended) (“TUPE”) may apply.

If the event that TUPE does apply, upon which the tenderers must reach their own view, tenderers should take into account the following requirements which would then arise:​

· The need to inform and consult with recognised trade unions or other appropriate workforce representatives;

· The need to maintain existing rates of pay and conditions of employment of employees. 

The Council will provide to tenderers such employment details of the workforce presently employed in connection with the Services as may be provided by the present contractor only on receipt of a written undertaking on the part of tenderers that such information will be treated as strictly confidential and will be used for no other purpose than in connection with the submission of a tender for the Services. 

Tenderers are advised to seek independent professional advice as to the application and the effects of the Directive and/or the Regulations on your Company/Firm should you be in the position of being the successful tenderer.

5.6
Submission Requirements

Tenders must be written in the English language.
Only one Tender is permitted from each Tenderer.  In the event that more than one is submitted by a Tenderer, the one with the latest time of submission will be evaluated and the other(s) disregarded.

The Tender must be submitted in a full and complete manner and not be qualified in any way. Tenders may be rejected if the complete information called for is not given at the time of tendering. 

Your full registered business/name and main office address must also be provided on all documents and any signatures must be made by a person who is authorised to commit the Tenderer to the Contract.

5.7
Pricing

Tenderers must complete the Form of Tender / Pricing Schedule, to provide all of the obligations under the Contract as set out in the Specification attached to the tender package. 

You are requested to price your tender on a fixed price basis, for the duration of the contract period, incorporating all the costs associated with providing the service including fees and expenses, stated in pounds sterling and exclusive of VAT, the Council will not accept any qualifications to the Cost Schedule / Schedule of Rates submitted – any clarification in regard to pricing please ask a question via the Chest prior to the deadline.
The tender submission shall remain valid for a period of 120 days from the tender return date. 
5.8
Conditions of Contract

The Council reserves the right to award one, any number, or no contracts. 
The conditions of Contract are detailed in the draft form of contract, you are required to confirm acceptance of these when you submit your tender.  Any queries / clarifications required must be submitted via the Chest as directed in Paragraph 4.2 General Information. 

Any resulting Contract will consist of the Form of Agreement, the Conditions of Contract, the Specification, the Pricing Schedule, the Management of Contract Document (including performance targets, service levels social value & continuous improvement commitments) and any agreed Relevant Correspondence (including the response to the invitation to tender). Tenderers are required to confirm their acceptation of the Conditions of Contract.  All relevant Contract Documents are included or referenced in the tender package. 

Under the Contract the Council will require compliance with the Council’s policies including the following, non-exhaustive list:

Health and Safety;

Equality and Diversity;

Whistleblowing;

Information governance requirements;

Incident reporting requirements. 

5.9
Collusion

Tenderers are requested to complete the Certificate of Bona Fide Tendering detailed at Attachment 1.  Any breach of the undertakings covered will invalidate your tender.

5.10
Costs and Expenses

Tenderers will not be entitled to claim from the Council any costs or expenses associated with the preparation of the response to this invitation to tender.  Costs associated with follow up documentation, together with any required presentations or demonstrations shall be borne fully by the tenderer.  

Tenderers are advised to satisfy themselves that they understand all of the requirements of the Contract before submitting their Tender.

Wigan Council’s policies can be found via the link below:

 www.wigan.gov.uk/Services/CouncilDemocracy/PoliciesPlans/
Any contract award will be conditional on the Contract being approved in accordance with Council’s internal procedures.
5.11
TUPE Information Sharing

The Council considers that in the event of this contract being awarded other than to the present provider, then the terms of the EU Council Directive on Acquired Rights (Number 2001/23/EC) and/or the Transfer of Undertakings (Protection of Employment) Regulations 2006 (as amended) (“TUPE”) may apply.

As the Council considers TUPE is applicable, the Council will require a signed "TUPE Details Confidentiality Form".  Once the signed form is received, any relevant anonymised TUPE information will be shared. 

Tenderers are requested to respect the sensitive nature of this information and ensure it remains confidential.
5.12
Tender Evaluation and Award Criteria 
Each Tender will be checked initially for compliance with all requirements of the ITT, any non-compliance areas may result in your tender being rejected. During the evaluation period, the Council reserves the right to seek clarification in writing or by means of a clarification meeting from any or all of the Tenderers, to assist it in its consideration of their Tenders.  Tenders will be evaluated to determine the most economically advantageous tender taking into consideration the specified award criteria. The Council does not undertake to accept the lowest or any tender and reserves the right to accept the whole or any part of any tender submitted.  
Your response to our requirements will be evaluated in two stages:

Stage 1 Evaluation – Contract Suitability Evaluation Form (Appendix A)
The Contract Suitability Evaluation Form is assessed on a Pass / Fail basis. 

Note: Wigan Council are NOT looking for bidders who are applying as a group (e.g. consortium, joint venture, partnership) or are relying on other organisations (e.g. essential subcontractors, parent companies, affiliates, associates), as explained within the Contract Suitability Evaluation Form, to meet the selection criteria must carefully follow the notes for completion in Appendix A at the start of the form with regards to which organisations are required to complete Parts 1, 2 and 3 of the Contract Suitability Evaluation Form. 

At the point of submitting an application, suppliers are asked to self-declare that they meet the relevant criteria in the Contract Suitability Evaluation Form. Only the winning supplier (and any organisations relied upon to meet the winning supplier’s selection criteria) will be asked to submit evidence. This reduces the need for potential suppliers to submit supporting documents every time they wish to bid for a public contract.

If the winning supplier fails to provide the required evidence within set timeframes, or the evidence proves unsatisfactory, the award of the contract may not proceed. Wigan Council may then amend the contract award decision and award to the second placed supplier, provided that they have submitted a satisfactory bid. Alternatively, the procurement process may be terminated.

Wigan Council however reserves the right to require information from any supplier at any stage if it is necessary to ensure the proper conduct of the procurement procedure. 

Stage 2 Evaluation – Contract Award Evaluation (Appendix B)
The Contract Award Evaluation will be assessed under the award criteria for Quality and Price stated in this section.

The tender award process will be conducted to ensure that tenders are evaluated fairly to ascertain the economically most advantageous offer to Wigan Council.  The full requirements, including how this will be assessed, are detailed at Appendix B attached.
The award criteria will balance the issues of quality and costs to ensure that the successful tenderer chosen offer the most economically advantageous tender.  Tenders which pass the eligibility stage will be assessed on a 60% Price / 40% Quality basis. 
For the pricing element tenderers are required to complete the pricing schedule and Form of Tender. For the quality elements tenderers are required to complete the Contract Award Evaluation document attached which outlines what is required from tenderers and outlines the percentage weightings or information only status given to each requirement. 
STAGE 1 TENDER QUESTIONNAIRE FOR COMPLETION

Part 1: Potential supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 1
	Potential supplier information
	

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information
	

	1.1(b) – (i)
	Registered office address (if applicable)
	

	1.1(b) – (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status

a) public limited company

b) limited company

c) limited liability partnership

d) other partnership

e) sole trader

f) third sector

g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?

	Yes ☐
No  ☐
N/A ☐

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	Yes ☐
No   ☐

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)

h) Voluntary Community Social Enterprise (VCSE)

i) Sheltered Workshop

j) Public service mutual
	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)?
	Yes ☐
No   ☐


	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:   

- Name;

- Date of birth;

- Nationality;

- Country, state or part of the UK where the PSC usually lives;

- Service address;

- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used);

- Which conditions for being a PSC are met;

 
- Over 25% up to (and including) 50%,


- More than 50% and less than 75%,


- 75% or more.

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:

- Full name of the immediate parent company

- Registered office address (if applicable)

- Registration number (if applicable)

- Head office DUNS number (if applicable)

- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:

- Full name of the ultimate parent company

- Registered office address (if applicable)

- Registration number (if applicable)

- Head office DUNS number (if applicable)

- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	


Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.

Please provide the following information about your approach to this procurement:

	Section 1
	Bidding model
	

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	Yes ☐
No   ☐
 If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.

If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Yes ☐
No   ☐


	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.

Name

Registered address

Trading status

Company registration number

Head Office DUNS number (if applicable)

Registered VAT number

Type of organisation

SME (Yes/No)

The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables

The approximate % of contractual obligations assigned to each sub-contractor


	


Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate.

I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document.

I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement.

I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.

I am aware of the consequences of serious misrepresentation.

	Section 1
	Contact details and declaration
	

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature (electronic)
	

	1.3(h)
	Date
	


Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.
	Section 2
	Grounds for mandatory exclusion
	

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2)
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions.

Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.
	

	
	Participation in a criminal organisation.  
	Yes ☐
No   ☐
If Yes please provide details at 2.1(b)

	
	Corruption.  
	Yes ☐
No   ☐
If Yes please provide details at 2.1(b)

	
	Fraud.
	Yes ☐
No   ☐
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	Yes ☐
No   ☐
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	Yes ☐
No   ☐
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	Yes ☐
No   ☐
If Yes please provide details at 2.1(b)  

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,

Identity of who has been convicted

If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion ? (Self Cleaning)
	Yes ☐
No   ☐


	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?


	Yes ☐
No   ☐


	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


Please Note: The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
	Section 3
	Grounds for discretionary exclusion
	

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions.

Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.
	

	3.1(a)


	Breach of environmental obligations?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	Yes ☐
No   ☐
If yes please provide details at 3.2



	3.1(e)
	Guilty of grave professional misconduct?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	Yes ☐
No   ☐
If yes please provide details at 3.2

	3.1(j)

3.1(j) - (i)

3.1(j) - (ii)

3.1(j) –(iii)

3.1(j)-(iv)


	Please answer the following statements

The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.

The organisation has withheld such information.

 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.

The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Yes ☐
No   ☐
If Yes please provide details at 3.2

Yes ☐
No   ☐
If Yes please provide details at 3.2

Yes ☐
No   ☐
If Yes please provide details at 3.2

Yes ☐
No   ☐
If Yes please provide details at 3.2




	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	


Part 3: Selection Questions 
	Section 4
	Economic and Financial Standing 
	
	

	
	Question
	
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?

If no, can you provide one of the following: answer with Y/N in the relevant box and attach the stated documents.

	
	Yes ☐
No   ☐

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.


	
	Yes ☐
No   ☐

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	
	Yes ☐
No   ☐

	
	(c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	
	Yes ☐
No   ☐


	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 
	

	Name of organisation
	
	

	Relationship to the Supplier completing these questions
	
	

	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Yes ☐
No   ☐

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Yes ☐
No   ☐

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Yes ☐
No   ☐


	Section 6
	Technical and Professional Ability

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

If you cannot provide examples see question 6.3


	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	


	6.2  
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	


	Section 7
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015
	

	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	
Yes   ☐
N/A   ☐


	7.2
	If you have answered yes to question 1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?


	Yes   ☐
Please provide relevant the url …

No    ☐
Please provide an explanation


8. Additional Questions
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.

	Section 8
	Additional Questions 

	8.1
	Insurance

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the mandatory levels of insurance cover indicated below:  

Y/N  


Employer’s Liability Insurance = £10 million

Public Liability Insurance = £5 million



*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. 


STAGE 2 SPECIFICATION QUESTIONNAIRE - QUALITY EVALUATION FORM – to be completed by the tenderer
Please provide all the information requested in the following award questions, ensuring that responses have the correct references.
	
	Award Questions : Service Information
	Weighting

	1
	Service Delivery - SLA
Explain how you would develop a service level agreement bespoke to our Makerfield Way Depot site and show how it would meet our needs and expectations as the customer (Max 500 words).
	5

	Answer
	

	2
	Service Delivery – Security Analysis

In relation to the layout of our Makerfield Way site outline which areas you consider are vulnerable to intruders and theft, rationale for your views and the actions you would recommend:  1. Wigan Council and 2. your Guards take to minimise these potential problems.  Wigan Council are particularly interested in the hours between 8pm – 6am (Max 500 words).
	5

	Answer
	

	3
	Service Delivery – Organisational Capability

Provide a brief summary of your organisations qualifications, accreditations and experience of undertaking contracts of this nature, including attaching evidence of sector registrations and qualifications (Max 500 words).


	5

	Answer
	

	4
	Service Delivery – Staffing 

Provide examples (include a training matrix) of how your organisation develops staff including guards to meet the performance criteria and service delivery of a contract of this nature 
In addition tenderers are requested to provide:

· a method statement as to how the you will monitor the actual deployment of your staff .

· Senior staff CV’s

(Max 500 words)
	5

	Answer
	

	5
	Quality Assurance  
Please detail your quality assurance methodology and how this would be applied to the contract to ensure quality of service. 

Please include details of how you would undertake complaint handling.

Your response should include how the Organisation will interface with the Authority and detail how the contract management will be undertaken including roles and responsibilities (Max 500 words)

	5

	Answer
	

	6
	Service Continuity
If you were requested by Wigan Council at 8pm on a Sunday night to cover our in-house security operative on Monday at 6.30am due to an unforeseen circumstance, how would you deal with and accommodate this request (Max 500 words). 


	5

	Answer
	

	7
	Implementation, Mobilisation, Programme and TUPE

You are required to provide: - 

· A method statement on how you will take over from the incumbent provider in time for the start of the contract. 

· An outline implementation / mobilisation document which will include; a mobilisation programme, staff transfer information, both Contractor and Council area’s of responsibility and any risks.

· A method statement on how TUPE will be managed.
(Max 500 words)
	5

	Answer
	

	8
	Exit Planning 

Please provide your approach to exit planning and hand-over procedures at the expiry of the Contract (Max 500 words)
	5

	Answer
	


STAGE 3 PRICING SCHEDULE – PRICE EVALUATION FORM – to be completed by the tenderer
Please complete the attached pricing schedule. 

	Pricing Schedule 
	
	
	
	
	[image: image8.emf]

	
	

	
	
	
	
	
	
	
	
	

	Contract Location 
	Makerfield Way Depot, Ince, Wigan, WN2 2PR
	
	
	

	Service Required
	Provision of Security Guarding
	
	
	

	Expected Commencement
	1 June 2017
	
	
	
	
	
	

	Contract Duration
	2yrs ( Annual Reviews)
	
	
	
	
	
	

	Required Cover
	131 Hours
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Required Cover
	Work Days
	Hours Per Day
	Staff Per Shift
	Period Total Hours
	Weekly Total Hours
	
	

	
	Mon - Thurs (4 days)
	13:30 - 06:00
	1 Officer
	16.5 hours
	66 hours
	
	

	
	Friday
	13:00 - 06:00
	1 Officer
	17 hours
	17 hours
	
	

	
	Saturday & Sunday
	06:00 - 06:00
	1 Officer
	24 hours
	48 hours
	
	

	
	 
	 
	 
	 
	 
	
	

	
	 
	131 hours
	
	

	
	
	
	
	
	
	
	
	

	Total (£) per hour
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total (£) per week
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total (£) per month
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total Price (£) per year
	
	 
	
	
	
	
	

	BREAKDOWN
	
	
	
	
	
	
	
	

	Total (£) per hour - Additional hours for In house Cover
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total (£) per hour - Weekends
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total (£) per hour - Public Holidays
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	


DECLARATION

I declare that to the best of my knowledge the answers submitted to these questions are correct. I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement, and I am signing on behalf of......................... (Supplier name). 

I understand that the authority may reject my submission if there is a failure to answer all relevant questions fully or if I provide false/misleading information. I have provided a full list of any Appendices used to provide additional information in response to questions.

I also declare that there is no conflict of interest in relation to the authority’s requirement.

The following appendices form part of our submission:


	Section of ITT
	Appendix number

	
	

	
	


	ITT Completed By:

	Name:
	

	Role in Organisation:
	

	Date:
	

	Signature (electronic):
	


Attachment 1 - CERTIFICATE OF BONA FIDE TENDERING
1. I declare that this a bona fide Tender, intended to be competitive and that I have not fixed or adjusted the amount of the Tender by or in accordance with any agreement or arrangement with any other person ('person' includes any persons, body or association, corporate or incorporate). 

2. I declare that the company is not aware of any connection with a member of the Council staff that could affect the outcome of the bidding process. 

3. I declare that I have not done and I undertake that I will not do at any time any of the following: 

a) communicate to any person, including the addressee calling for the Tender, the amount or approximate amount of the proposed tender; 

b) enter into any agreement or arrangement with any other person or body that he or it shall refrain from tendering or as to the amount of any Tender to be submitted; 
c) enter into any agreement or arrangement with any other person or body that we shall refrain from tendering on a future occasion; 
d) offer or pay or agree to pay any sum of money or valuable consideration directly or indirectly to any person for doing or causing to be done in relation to any other tender for the said work any act of the kind described above; 
e) canvas or solicit the Council staff. 

4. I understand that instances of illegal cartels or market sharing arrangements suspected by the Council will be referred to the Office of Fair Trading for investigation. 

5. I understand that any misrepresentations may also be the subject of criminal investigation or used as a basis for civil action.

6. I understand and agree that if our tender is successful that the Organisation will purchase professional indemnity insurance as required if such insurance is not already held.  

7. I understand and agree to the conditions set out in the Freedom of Information and Environmental Information Statement.  

8. In this certificate 'Agreement' and 'Arrangement' includes any transaction private or open, or collusion, formal or informal, and whether or not legally binding. 

9. Disclosure 

Signed (electronic): 
Name:  

Title: On behalf of: 
Date: 

 Attachment 2 - CHECKLIST FOR TENDERERS
Please ensure that you have included all required documents in your tender submission, failure to provide any of the items in the checklist may cause your Tender to be non-compliant and not considered.

	No
	Item
	Included in Tender

	1. 
	Confirmation of Agreement to Wigan Council’s Draft Contract 
	

	2. 
	Completed Stage 1 – Contract Suitability Evaluation Form.
	

	3. 
	Completed Stage 2 - Contract Award Evaluation Form.
	

	4. 
	Completed Stage 3 – Pricing Schedule
	

	5. 
	Completed and Signed - Declaration
	

	6. 
	Signed – Attachment 1 Certificate of Bona Fide Tendering
	


APPENDIX A

STAGE 1 CONTRACT SUITABILITY EVALUATION FORM
The Contract Suitability Evaluation Form is assessed on a Pass / Fail basis. 

Standard Selection Questionnaire
Potential Supplier Information and Exclusion Grounds: Part 1 and Part 2.
The standard Selection Questionnaire is a self-declaration, made by you (the potential supplier), that you do not meet any of the grounds for exclusion. If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning).

A completed declaration of Part 1 and Part 2 provides a formal statement that the organisation making the declaration has not breached any of the exclusions grounds. Consequently we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2. For example these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria. This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  

When completed, this form is to be sent back to the contact point given in the procurement documents along with the selection information requested in the procurement documentation.

Supplier Selection Questions: Part 3
The procurement document will provide instructions on the selection questions you need to respond to and how to submit those responses. 

If the relevant documentary evidence referred to in the Selection Questionnaire is not provided upon request and without delay we reserve the right to amend the contract award decision and award to the next compliant bidder.

Consequences of misrepresentation
If you seriously misrepresent any factual information in filling in the Selection Questionnaire, and so induce an authority to enter into a contract, there may be significant consequences.  You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years. 
Provision of Security Guarding
REFERENCE NUMBER – Security 2017 - 2019
OPEN PROCUREMENT PROCEDURE
Notes for completion
1. The “authority” means the contracting authority, or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process.

2. “You” / “Your” refers to the potential supplier completing this standard Selection Questionnaire i.e. the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

3. Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions, please submit a clearly identified annex.

4. The authority recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The authority will make a revised assessment of the submission based on the updated information.

5. For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration.

6. Note for Contracting Authorities: The following paragraph is optional for inclusion if a decision has been made to request a self-declaration of the exclusion grounds from sub-contractors. All sub-contractors are required to complete Part 1 and Part 2.
7. For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors, providing one composite response and declaration.

The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure
APPENDIX B
STAGE 2 CONTRACT AWARD EVALUATION

The Contract Award Evaluation will be assessed under the award criteria for Quality and Price stated in this section.

1. Cost  

	Criterion 


	Weighting

	Lowest submitted tender having taken into account any other priced risks or benefits to the Council
	60%




Each tenderers completed pricing schedule tender sum submission will be awarded a score based on its relationship with the lowest Tender which will take into account any other risks or benefits.  

The tender with the lowest tender sum will be awarded the full 60%; each of the remaining tenders will be awarded percentages on a pro-rata basis in accordance with the following calculation.

Example

Company A overall tender sum £140,000
Company B overall tender sum £150,000
Company C overall tender sum £180,000

to work out the adjusted weighting of each price submission:

= lowest price submitted divided by actual price submitted multiplied by Price weighting


Therefore:

Company A overall contract price £140,000 = £140,000/£140,000 x 60 = 60%
Company B overall contract price £150,000 = £140,000/£150,000 x 60 = 56%
Company C overall contract price £180,000 = £140,000/£180,000 x 60 = 46.67%
2. Quality 

The objective of the quality evaluation process is to assess the responses to the Specification (this will include any clarifications / interviews / presentations) and then select a preferred bidder with the intention to appoint, in line with the timetable indicated above. 

The submission of a tender that can meet the full requirements of the Specification will be evaluated as a pass or fail.  Partial service provision will not be considered therefore a fail in this category will result in the tender being rejected. 
All tenders will be evaluated in terms of understanding and meeting the requirements as set out in the specification.  
The evaluation will be carried out by a panel representing a range of Council staff, against pre-determined evaluation criteria as set out below and in the in the Specification Questionnaire - Quality Evaluation Form attached.
Quality Criterion 40%
	Criterion


	Maximum Score

	Service Delivery – Service Level Agreement
	5

	Service Delivery – Security Analysis
	5

	Service Delivery – Organisational Capability
	5

	Service Delivery – Staffing
	5

	Quality Assurance 
	5

	Service Continuity
	5

	Implementation, Mobilisation, Programme and TUPE
	5

	Exit Planning
	5


Scoring Methodology

The evaluation panel, using the (0–5) scoring methodology detailed below, will evaluate the responses in each quality criterion individually. 

	Score
	Category
	Specification
	Detail
	Compliance
	Competency

	0
	Unsatisfactory
	Not addressed
	No relevant detail
	Non-compliant
	Unable to assess due to lack of evidence

	1
	Poor
	Major deficiencies and only minimally addresses the specification
	Little relevant / qualified detail
	Non-compliant; Tenderer has submitted evidence of partial compliance, but this is not sufficient to demonstrate the Tenderers ability to meet the requirement or is qualified
	Little evidence of competency

	2
	Partial
	Partial satisfaction of some aspects of the specification but with some deficiencies apparent
	Contains some relevant detail, but incomplete
	Details provide some evidence of the Tenderers potential ability to meet requirement. Tenderer has indicated partial compliance
	Some evidence of competency

	3
	Satisfactory
	Specification is addressed in full, but provides only basic detail
	Complete but basic
	Tenderer indicates compliance
	Sufficient evidence of competency

	4
	Good
	Specification is addressed in full and contains a good level of detail
	A good level of detail which evidences that the Tenderer can meet the requirements
	Tenderer indicates compliance with clear evidence of ability to meet the requirements
	Good evidence of competency

	5
	Excellent
	Specification may be enhanced by Tenderers approach. Responses add value and may contain some innovation
	An impressive level of explicit detail which clearly evidences that the Tenderer can meet the requirements and further offers to add value and /  or provide innovation to service delivery 
	Tenderer indicates compliance with a high level of evidence of ability to meet / enhance requirements.
	Excellent evidence of competency


All the Quality questions have the same weighting. The score for each question is calculated purely by taking the final score.

APPENDIX C
TUPE STAFF COSTING INFORMATION
	 Ref
	Date Of Joining Company 
	Continuous Service Date
	Job Title
	Basic Pay Rate / hour
	Contracted Hours Per Week
	Frequency for Payment
	Holiday Year from- to
	Annual Holiday Entitlement
	Member of Pension Scheme

	MC 003164
	02/05/2013
	05/06/2007
	Security Officer
	£7.20
	41.5
	4 Weekly
	01/04/16 - 31/03/17
	28
	Yes

	MC 003120
	15/07/2013
	15/07/2013
	Security Officer
	£7.20
	48
	4 Weekly
	01/04/16 - 31/03/17
	28
	Yes

	3486
	12/05/2016
	12/05/2016
	Security Officer
	£7.20
	48
	4 Weekly
	01/04/16 - 31/03/17
	28
	Yes


Wigan Council believes that TUPE applies as the service is currently in place. 

The Pension referred to is a statutory workplace pension scheme with NOW pensions and employees pay the statutory minimum amount.  

APPENDIX D
WIGAN COUNCIL’S DRAFT CONTRACT
	ITEM
	CONTRACT DETAILS

	Contract Description:
	Security Guarding Makerfield Way Depot

	Performance


	Wigan Council reserves the right to cancel the Contract if Wigan Council feels that the performance is not up to the required standards of Wigan Council.

	Contract Manager
	The Contractor shall employ a competent and authorised Contract/Contact Manager allocate empowered to act on behalf of the Contractor/Contact for all purposes connected with the Contract.

	Contractor Employees


	Wigan Council reserves the right under the contract to refuse to admit to, or to withdraw permission to remain on, any premises occupied by or on behalf of Wigan Council any member of the Contractor’s employees; and/or any person employed or engaged by a whose admission or continued presence would be, in the reasonable opinion of Wigan Council, undesirable.

When directed by Wigan Council, the Contractor shall provide a list of the names of all persons who are expected to be connected with the contract specifying their capacities and giving such other particulars as Wigan Council may reasonably desire.

The Contractor’s employees, engaged within the boundaries of any of Wigan Council’s premises, shall comply with such rules, regulations and requirements (including those relating to security and H & S arrangements) as may be in force from time to time for the conduct of personnel when at that establishment and when outside that establishment.

The decision of Wigan Council as to whether any person is to be refused access to any premises occupied by or on behalf of Wigan Council shall be final and conclusive.

The Contractor shall replace any of the Contractor’s employees who Wigan Council reasonably decides have failed to carry out their duties with reasonable skill and care.  Following the removal of any of the Contractor’s employees for any reason, the Contractor shall ensure such person is replaced immediately with another person with the necessary training and skills to meet the requirements of the services.

The Contractor shall bear the cost of or costs arising from any notice, instruction or decision of Wigan Council under this clause.

	Price and Payment


	Wigan Council reserves the right to withhold payment of the relevant part of the price without payment of interest where the Contractor either has failed to provide the services.




	Nothing in this clause shall preclude either party from applying at any time to the English courts for such interim or conservatory measures as may be considered appropriate.
	

	Insurance and Liabilities
	The Contractor shall maintain insurance necessary to cover any liability arising under the contract as set out in the Contract Particulars. 

The Contractor shall prior to the commencement date and on each anniversary of the commencement date and/or upon request provide evidence that all premiums relating to such insurances have been paid.

If the Contractor does not maintain the necessary insurances under the contract, Wigan Council may insure against any risk in respect of the default and may charge the Contractor the cost of such insurance together with a reasonable administration charge, or suspend the Contractor until resolved.

	Indemnity and Liability


	Neither party seeks to exclude or limit its liability for: death or personal injury caused by its negligence (but will not be liable for death or personal injury caused by the other party’s negligence); fraudulent misrepresentation or;

Any other matter in respect of which, as a matter of Law, liability cannot be excluded or limited.

Except as specifically provided, neither party shall in any event be liable to the other for any indirect or consequential loss (including loss of profit, loss of business opportunity, loss of business, loss of goodwill, loss of production and pure economic loss) however caused. 

Subject to clauses above, the Contractor’s liability to Wigan Council under the contract whether in contract, tort (including negligence) or otherwise shall be limited to 150% of the proportion of the price, which is paid and payable at the time that the liability arises.

Subject to clauses above, Wigan Council’s liability to the Contractor under the Contract whether in contract, tort (including negligence) or otherwise shall be limited to 150% of the proportion of the price, which is paid and payable at the time that the liability arises.

The Contractor shall indemnify Wigan Council in full without limit of liability for any direct loss of or damage to the real or personal property of Wigan Council or any third party, including Intellectual Property Rights, or injury claimed by any third party and against all liabilities awarded against or incurred by Wigan Council (including legal expenses on an indemnity basis) arising from the Contractor’s negligence, any defect or fault in the services or any act or omission of the Contractor in delivering the services

	Confidentiality  and Publicity
	Any documents provided by Wigan Council and information which the Contractor may acquire as a result of the contract shall to the extent that they are not in the public domain or required to be disclosed by operation of Law remain confidential to Wigan Council and shall not be disclosed disposed of or used for any purpose without prior written consent from Wigan Council.

All confidential Information provided by Wigan Council to the Contractor shall be returned to Wigan Council at the end of the contract.

Without prejudice to Wigan Council’s obligations under the FOIA or EIR, neither party shall make any press announcements or publicise the contract or any part thereof in any way, except with the written consent of the other party (such consent not to be unreasonably withheld or delayed).

Both parties shall take all reasonable steps to ensure the observance of the provisions of this clause by all of their servants, employees, sub-Contractors, agents, professional advisors and consultants. 



	Health and Safety
	The Contractor shall comply with all health and safety legislation in force and all health and safety policies of Wigan Council.

	Employment Requirements
	The Contractor shall not unlawfully discriminate within the meaning and scope of any law, enactment, order, or regulation relating to discrimination (whether age, race, gender, religion, disability, sexual orientation or otherwise) in employment.

The Contractor shall comply with all relevant legislation relating to its employees however employed including (but not limited to) the compliance in law of the ability of the employees to work in the United Kingdom.

If the Contractor has a finding against it relating to its obligations it will provide Wigan Council with :

Details of the finding and the steps the Contractor has taken to remedy the situation.



	Law and Change in law
	The Contractor shall comply at all times with the Law in its performance of the contract.

On the occurrence of a change in law which has a direct effect upon the price the parties shall meet within fourteen (14) days of the Contractor notifying Wigan Council of the change in law to consult and seek to agree the effect of the change in law and any change in the price as a result following the principle that this clause is not intended to create an artificial cushion from market forces for the Contractor. If the parties, within fourteen (14) days of this meeting, have not agreed the occurrence or the impact of the change in law, either party may refer the matter to dispute resolution.

	Withdrawal from the Contract
	If by agreement, it is decided that a party wish to withdraw from the contract. A 13-week period will be upheld. 

If a serious breach of the contract takes place by any of the Contractors, then Wigan Council reserves the right to remove the Contractor from the framework, at any time or without notice except that it will give as much notice as possible in the circumstances.

In addition, Wigan Council  may terminate the contract with immediate effect if:

The Contractor becomes bankrupt, insolvent, makes any composition with its creditors.

The Contractor is convicted of a criminal offence

The Contractor ceases or threatens to cease to carry on it’s business 

The Contractor has a change of control, which Wigan Council believes will have a substantial impact on the performance of the contract.

The Contractor is in breach of any of it’s obligations under this contract that is capable of remedy and which has not been remedied to the satisfaction of Wigan Council within 14 days, or such other period as may be specified by Wigan Council.

The Contractor commits persistent minor breaches of this contract whether remedied or not.

	TUPE

	Wigan Council believes that TUPE will apply in this instance.  

Wigan Council gives no guarantees on this and will not be responsible for any TUPE costs

	Data Protection
	The Contractor shall (and shall procure that any of its employees involved in the provision of the services) comply with any requirements under the DPA.


	Force Majeure
	Neither party shall be liable for failure to perform its obligations under the contract if such failure results from Force Majeure.

If Wigan Council or the delivery location is affected by circumstance of Force Majeure, Wigan Council shall be entitled to, totally or partially, suspend the date or dates for delivery of the services until the circumstances of the Force Majeure have ceased.  The suspension shall not give rise to any claim by the Contractor against Wigan Council nor entitle the Contractor to terminate the contract.

Industrial action by, or illness or shortage of the Contractor’s employees, agents or sub-contractors, failure or delay by any of the Contractor’s suppliers to supply goods, components, services or materials and breach of the Contractor’s warranties shall not be regarded as an event of Force Majeure.

If the event of Force Majeure continues for more than two (2) months either party may give written notice to the other to terminate the contract immediately or on a set termination date.

If the contract is terminated, neither party will have any liability to the other except that any rights and liabilities, which accrued prior to termination, will continue to exist. 

	Cost and Expenses
	Each of the parties will pay their own costs and expenses incurred in connection with the negotiation, preparation, execution, completion and implementation of this contract.

	No Agency or Partnership
	Nothing contained in this contract, and no action taken by the parties pursuant to this contract, will be deemed to constitute a relationship between the parties of partnership, joint venture, principal and agent or employer and employee.  Neither party has, nor may it represent that it has, any authority to act or make any commitments on the other party’s behalf.

	Freedom of Information
	Wigan Council is subject to the FOIA and the EIR (“the acts”). As part of Wigan Council’s duties under the acts, it may be required to disclose information forming part of the contract to anyone who makes a reasonable request. Wigan Council has absolute discretion to apply or not to apply any exemptions under the acts.

The Contractor shall assist and cooperate with Wigan Council (at the Contractors expense) to enable Wigan Council to comply with the information disclosure requirements under the acts and in doing so will comply to any timescale notified to it by Wigan Council.

	Law and Jurisdiction
	This contract shall be governed by the laws of England and shall be subject to the exclusive jurisdiction of the English courts.

	Inducements
	The Contractor shall not offer or give, or agree to give, to any employee, agent, servant or representative of Wigan Council any gift or consideration of any kind as an inducement or reward for doing, any act in relation to the obtaining or execution of the contract or any other contract with Wigan Council, or for showing or refraining from showing favour or disfavour to any person in relation to the contract or any such contract.  The attention of the Contractor is drawn to the criminal offences under the Bribery Act 2010. 

The Contractor warrants that it has not paid commission nor agreed to pay any commission to any employee or representative of Wigan Council by the Contractor or on the Contractor’s behalf.

Where the Contractor engages in conduct prohibited  in relation to this or any other contract with Wigan Council, Wigan Council has the right to:

terminate the contract and recover from the Contractor the amount of any loss suffered by Wigan Council resulting from the termination, including the cost reasonably incurred by Wigan Council of making other arrangements for the provision of the Services and any additional expenditure incurred by Wigan Council throughout the remainder of the contract period; or recover in full from the Contractor any other loss sustained by Wigan Council in consequence of any breach of this clause whether or not the contract has been terminated.
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Registering on the ProContract Portal


To take part in any exercise and to be able to express an interest in a contract opportunity, first you must register on ProContract with details of yourself and also the company that you work for. This process is covered, in detail, in the following section, with explanations of all the key sections and actions required.


On the portal home page there is an option to Register (for free) on the right hand side of the screen, highlighted below.

Click this to begin the step-by-step registration wizard, where you need to enter your details and your own company’s details.
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Supplier Registration Introduction (Stage 1 of 7)

This page is an introduction to the process that you will be taken through in order to complete your registration onto the portal. Please read this text carefully before proceeding through this process. Minimum and recommended system requirements can also be viewed here. If you wish to proceed, click Continue from the options at the bottom of the page, or if you want to abort the registration process click Cancel.
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Contact Info & Security Section (Stage 2 of 7)

At this stage of the registration process you need to enter your own contact details, a username, a password, and a memorable word/hint. These details will be used when logging into the system. You will be the primary account holder for this company (although details can be changed post registration) so this account will be able to modify the details for the company and add more accounts, which is detailed in another guide. 
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Contact Information


In this section your contact information is entered along with your job details. Complete all mandatory fields as required. Note: Further help regarding the fields can be found in the by hovering over the [image: image5.png]



icon.


Department – This will form your work group. All future members of this work group will be able to access events you are involved in.

E-mail- This is the e-mail address that messages will be sent to confirming registration details, and all other system communication that may take place in the tender process (including notifications of new tender opportunities). It is recommended in most instances that a GENERIC EMAIL ADDRESS is used, so that communication will not be lost if that person is away or leaves their position (i.e.  to a sales@... or tenders@... address possible.) Also this must be of standard email format e.g. name@company.com

Security Information


The second part of this stage is dedicated to setting your security information. This is where you asked to specify a password, a memorable word and a hint to help you in case you forget. It must be something that is secure and also that is memorable to you.


When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Company Info (Stage 3 of 7)


In this stage you will need to populate details regarding the company you work for/are registering on behalf of. The screen will look as follows.
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At this stage you are required to enter the name of the company you work for and also details of the location. 

If any of the fields do not apply but are mandatory, such as “Postcode/ZIP” for companies based outside of the United Kingdom, by entering “N/A” here you can still proceed.


Note: Some of the fields (County and Country) are chosen using a dropdown menu. To select a County/State click the arrow to the right of the box to reveal a drop down menu containing all the possibilities that can be chosen


From the list select the required option by clicking on its name and this will populate the field as required.
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If United Kingdom is selected, then fields will appear requiring Registration number and VAT number.


When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Description (Stage 4 of 7)
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The first part of this stage requires a Company description and up to 6 keywords. Here more information on the company is entered to help the contracting organisation understand what it is your company does. The description helps promote your company to potential buyers, while the keywords can improve the ‘searchability’ of your company. 

Note: A description and at least one keyword are required in this section. This is free text and as much information as required can be entered here. 


This is important as the procuring organisations can search for a company based on the description or keywords specified.


Number of Employees/Classifications

Enter your best estimate as to the number of employees in your organisation within the Number of employees field.
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The final section is the Classifications section. This is where the supplier can show the classifications that the company belongs to, which is used for reporting purposes only. To select a classification hover over the relevant box and left click on the mouse to mark the box to the left with a tick.

Note: The first batch of classifications are mandatory and at least one must be selected from the list.
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Note: The second batch of classifications are optional, and are selected in the same way as detailed above.
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When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Opportunities - Category/Region Selection (Stage 5 of 7)

This is the category and region selection stage of the supplier registration, which will look as shown. 


To select your chosen categories click the Select Categories button. 
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Categories List

This section is where you can register your company to receive automatic e-mail notifications of new opportunities that have been published that may be of interest to your company. This will greatly assist you when using the portal and mean that relevant opportunities are not missed. At least one category must be selected. 
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Category: The top level categories that you can register to receive updates under are all listed.


To select a top level category, mark the box to the left of the category by clicking it. You can select multiple categories if required. Ensure that you click on Select Categories to add this to the list.


If you are not sure or if you want to put your company against lower level classifications, you may use the search facility at the top of the page to search specific words to help you narrow down the categories you require adding to your account. 

This can also be done by clicking on the blue diamond to the left of the category and this will take you down to the next level. This can then be repeated to go down further levels in some categories. 


Note: When selecting categories, only categories relevant to the goods or services you can offer as a supplier should be selected.  Category selection can be revisited at anytime to carry out required amendments, and searches of advertised opportunities for all categories can also be carried out at anytime. 
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When all required categories have been chosen, click Select Categories from the options at the bottom of the page.
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Selected categories are now shown as above.  

Note: If a category has been added in error this can be removed by clicking the [image: image16.png]



  button.


Regions


At least one Region must now be selected. These will limit the opportunities that you are emailed about to regions that you supply to. Regions are selected in the same way as categories.
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Additional Classifications/Categories


Also further lists/categories may now also be found (if the procuring organisation/portal have used these) This allows you to register against further supplier lists, as set up by the procuring organisation(s) to allow you to be further categorised and found more easily by procurers.


Note: This is totally independent of the Contract Category Interest that is chosen and this will NOT generate any email notifications.


Each list will show up with the title, followed by a classification structure, which you can register your company against. Tick the options that are applicable from this list, this may be done for several lists.

When the details are complete then please click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

T&C’s and Privacy Policy (Step 6 of 7)

This is the step where you will be asked to agree to the terms and conditions of using the system and also the privacy policy as laid out by Due North.
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Here you are asked to agree with Due North Ltd’s Terms and Conditions and Privacy Policy by ticking the box placed at the bottom of the page.


When the box is ticked click on the Continue button to proceed, the Back button to go back to the previous stage, or the Cancel button to cancel the registration.

Confirmation Page (Stage 7 of 7)

The final screen will be a summary of the details that have already been entered into the system, that need to be checked before completion of registration.  



 If you are unhappy or would like to change any of the information in the sections then this can be done by clicking on the relevant stage title along the top of the page.
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Submitting the Registration


Once you are happy all details are complete and correct the Registration needs to be submitted. 


This is done in the options at the bottom of the summary page.
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When you are happy that all the information is complete and correct, click Submit Registration. Click the Back button to go back to the previous stage, or the Cancel button to cancel the registration.


This will bring the Supplier Registration Confirmation page as shown.
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The system will then send a confirmation e mail to say the application is being considered. The email will also contain an application reference number for your own records. 


Click Continue to return to the supplier portal. 


When the registration is accepted then you will receive an email containing a reminder of your username and the link to the opportunity portal.
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Contract Opportunities


Contract opportunities are posted by buying organisations to notify you of their up and coming contracts and to give suppliers a chance to express their interest in the opportunity and to receive the relevant documents. 

It will also show a list of suggested opportunities, based on the categories and regions selected in your profile, at the bottom of the homepage.
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Searching Opportunities


To search for new opportunities from the supplier home page click on Find Opportunities located across the top of the page.
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This will then open the Opportunities screen which includes a full list of all opportunities. You can specify search criteria to narrow your results in the left hand panel, or just do a key word search (on Title, Buyer or All Data) within the Search area in the top right of the page.
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Narrow your results on:


Portals: This setting allows the Portal you are searching on to be chosen. Only one can be selected, or it can be left to all if required.


Categories: This field allows you to choose the category classification to which the opportunities you wish to search for are associated. To select a category, click on the Add new category and search for the relevant entry.


Regions: This field allows you to choose the region to which the opportunities you wish to search for are associated. To select a region, click on the Add new region and search for the relevant entry.


Include Closed: This defaults to No which will show only opportunities that you can currently express your interest in - so the expression of interest window is open. To view all current opportunities, and also all past and future opportunities that are on the portal but have closed, mark Yes.


Interest Date: Refine your results based on the Expression of Interest date.


Once the search has been set up in the desired way then click on Update and the opportunity results in the middle of the page will refresh.

To view the further details of the opportunity, click the corresponding title.
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The opportunity details will look as shown, with all the relevant opportunity/contract details.
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Main Contract Details

This shows key details of the contract including the title, categories and description.


Key Dates


This section shows the estimated contract dates, the expression of interest dates and any other important information (i.e. Current DPS Round end date, for example.) The expression of interest dates determine the options that will be available regarding the opportunity, as the date must fall within these two dates in order to express an interest.


Contact Details

This shows details of the Buyer and Main Contact.


Attachments


Any attachments or links relevant will appear in the bottom right, where they can be viewed/downloaded by clicking on the title.


In the top right there are 2 options – either register an interest in the opportunity, or return to the find opportunities page.

Registering Interest in an Opportunity

To register interest in a particular opportunity then first you must be registered on the portal. 

This process is covered in detail in the “How to Do Business on the Portal” user guide.


Once registered, you will have a username and password for the portal. This allows you to register interest in any opportunities that are advertised on the portal.  

Ensure you are logged in, and find the relevant opportunity using the process outlined above.


If after viewing the information regarding the opportunity you decide that you are no longer interested in registering an interest then click the Return to find opportunities button. If you do decide you would like to express your interest then click on Register interest in this opportunity.  
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The same area will now show confirmation of the registered Expression of Interest. Click Return to find opportunities to start a New Search.
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Responding to  RFQ/PQQ/ITT’s (using attachments)

When the RFQ/PQQ//Tender is published an e mail will be sent by the system to inform you of this and that the exercise can now be viewed and worked on. The following section of the user guide will take you through the RFQ/PQQ/Tender response process. 

Note: While this guide covers the attachment of an ITT response, it remains the same for the return of a PQQ or RFQ, it is just the specific wording that will change, the functionality will not. Online Evaluations are covered in a separate User Guide/Help Section.

Viewing the Exercise Details/Documents


Login to the system and then it will take you to the screen highlighted below
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From here to view your current activities that you are working on, from the “Activities” section click on the title of the Activity you wish to work on.

The Activities area shows all the various tenders that you are involved with, so this can be an ITT (Invitation to Tender), RFQ (Request for Quotation), a PQQ (Pre-Qualification Questionnaire) etc.

Note: The process is the same in the system for all types of tender opportunity, PQQ, ITT and RFQ’s, etc. however in this case the ITT has been chosen to look through, and ITT will be referred to at various points. If you are completing a PQQ or Quotation (using attachments) then the screens will remain the same, it is only the terminology that will change. Online responses to online evaluations are covered in a separate guide/help section.

As you can see above, the Buyer, Title of the project, current event and event deadline is shown. In this case it shows a [image: image3.png]



 symbol to reflect it is new and it has not yet been viewed or worked upon yet.

By clicking on the title in blue, further information is now shown. From this screen all aspects of this project can be dealt with; the tender can be viewed, questions can be asked and answers received, additional information can be issued and your response can be put together and sent to the contracting organisation. Each stage of the procurement process will be seen as its own section.


To view the relevant stage of the project click Open Event within the relevant stage, in this instance ‘Example ITT’. 


[image: image4.png]Home » Example Project

Activity : Example Project

<Back to home page

Archive this activity
Events
Messaging
Example ITT In Progress Hide details | Open event You have 0 unread message(s).
iew messages
Reference: 41 Startdate: 241032015
End date: 22/04/2015 Event status: In Progress

Audit history

View audi history.






This will open the tender screen. This is broken up into different sections; Main details, Public attachments, Terms & conditions, Item breakdown and Messaging. Note: There is also a countdown timer in the top right indicating the time left until the submission deadline.
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The different sections are explained below;

Main details

This section shows the title, description and date and time the completed tender must be returned by.

Public attachments

This section shows the attachments that have been published by the organisation. To download click on the title of the attachment.

Note: There may be no attachments here, however in the majority of cases there will be. Where there are documents, they should be downloaded and saved to your own network or desktop before working on them.


Item Breakdown


This section is the item breakdown for the tender used for pricing, if one has been created by the organisation.


Note: This is an optional section and there may not be one included with an exercise.


This shows the description of the group/line item, the unit the item is measured in, the quantity of these units required and any additional comments regarding the line item (shown by hovering over the [image: image6.png]



 icon.) An example of one is shown below.
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This can also be exported if required, by clicking Export.

Terms and Conditions


The Terms and conditions section shows the terms that have been used with this tender. To view them click on the Terms & Conditions title, shown in blue. There will be at least one set of terms here and there can be more depending what the procuring organisation have set up.
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Messages

During the process all questions should be raised using the portal. The ability to ask questions/send messages is found in the Messaging section. Anything sent through this area will go to the member of staff that is working on this within the procuring organisation. Open this area by clicking on View Messages.
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This will show any messages that have already been sent or received. To send a new message, click on the [image: image10.png]



 button.
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Populate the subject along with the main body of text, and once done then click on the Send button. Attachments can also be added (details of adding an attachment within the system is included later in this guide.)
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Click [image: image13.png]



 to issue the message to the procuring organiation.



The sent message is now shown in the Inbox.
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When a reply to that message is sent by the procuring organisation, you will see that the reply is linked to the original message by the numbering. All messages you send to the procuring organisation will be privately sent to them, shown by the[image: image15.png]



 symbol. When the procuring organisation replies they may reply privately to you alone ([image: image16.png]



), or publically (so all suppliers involved in this stage) can see the response ( ). Note: The system will NEVER show which supplier sent the original message. 
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Completing the Response (using attachments)

To begin the response, from the tender summary screen, click Start my response.
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The Response Wizard


This will open up the response wizard that will take you through each stage of the tender response to make sure it is completed successfully. Stage 1 will always contain a welcome message which should be read carefully.
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From the options section at the bottom of the page click “Continue” to move onto the next page and click “Cancel” to leave the wizard.


Item Breakdown


The next screen is this example is the Item Breakdown, however if there has been no item breakdown specified by the procuring organisation then this stage will not appear.

This stage is where the prices are entered for specific items.

This will show;

Item description- Here the specific item that is being asked for is specified


Unit of measure- Specified by the procuring organisation, this is the items that the item is measured in.

Quantity- The number of items required.

Unit Price-The price per unit of the item, in the specified currency, is entered by you here.

Total- This is calculated by the system by multiplying the quantity by the item price.

To enter the prices into the system click Edit in the corresponding row and enter the amount per item, with any comments (optional) and click Save to return to the overview, or Next to move to the next item.
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If you prefer, you can export the item template to Excel, complete there, and then upload the completed template using the Import/Export area highlighted below.
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When complete click “Continue” to move onto the next page, “Reset” to begin the wizard again and remove all info,  “Cancel” to leave the wizard completely (without saving) or “Back” to return to the previous stage. 


Uploading Attachments


The next stage allows you to upload your relevant tender attachments.

Note: In some cases an attachment will be mandatory, so it may not let you submit until an attachment is added at this stage.
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To add an attachment click  [image: image24.png]



 .

You can now browse your computer for the attachments using the file uploader. You can add as many attachments as you like. 

When uploaded, you can view an attachment by clicking its name, to remove the attachment click the red cross icon. When all required attachments have been added, click on the “Next” button to proceed to the next screen.
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When complete click “Continue” to move onto the next page, “Reset” to begin the wizard again and remove all info,  “Cancel” to leave the wizard completely (without saving) or “Back” to return to the previous stage. 


Terms and Conditions


The next stage asks whether you accept the Terms & conditions associated with this tender. 


You can view the terms by clicking on its name in blue, which will open the terms and conditions documents attached.


Then you must select Accept or Decline, and if you do not agree you must specify the reasons why you do not agree in the space provided.
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When complete click “Finish” to go back to the summary screen, “Reset” to begin the wizard again and remove all info,  “Cancel” to leave the wizard completely (without saving) or “Back” to return to the previous stage. 


Submitting The Tender Response


When all information is added you can submit the response by clicking Submit response. You will be required to confirm this by clicking Submit response for a second time.
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If the Submit resonse button is greyed out, the Submission checklist can be used to pick out why (anything with a red box will need revisiting.)
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Editing Tender Response and Re-Submission

An important feature that is available after the tender response has been submitted is the ability as a supplier to edit this response before the submission time and date has passed.

All the procuring organisation will see, is the version number of the response but no previous submissions, providing they are all returned on time (further information on this later).

To edit a response from the tender summary screen, click Create new version. 
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When this is clicked it will create a draft version 2.
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Each area can then be amended, either by editing the relevant section or clicking Open response wizard, and then submitted using the process oulined above.
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Managing Account Details


If at any point you need to alter/update your personal details or account information then you can do this from the Your Account section of the system. This area is accessed by logging into the portal and then clicking on the option in the top right of the screen.
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Changing Login Details


To change your Password or Memorable Information used to login to the portal, click Edit within the Login details section.

[image: image3.png]User details

Location

Organisation:

Login details

User name:

Memorable word:

Password:

Cox & Clifton

chris.cox

J/Edt






To make changes to your password or memorable information you must firstly add your Current Password. You can then add your new password (must be inserted twice) and new memorable information/hint as required.
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Once the changes have been made, click Update login details from the botom of the page. Click Cancel to return to your account without making changes.
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Updating Personal Details


From the Your Account page you can also update your own personal contact information by clicking Edit within the Contact details section.
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This will open the Update contact details screen, and from here you can change and update your contact information as necessary.
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You can also select a different contact address by clicking [image: image8.png]Change address




if required. This will bring up a list of existing addresses linked with this account. To select a contact address, mark the radio button to the left of the relevant address. 
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 button can be used to add a new address to the list. Enter the details and click Create address when complete. That new address will be made available for selection.
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from the options at the bottom of the page when all details have been changed, or Cancel to return without making any changes.

Updating User Image


From the Your Account page you can also update your user image by clicking Edit within the User Image section.
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This will now allow you to choose a image/file to upload. Select Choose File and navigate to the desired file.
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Once the image/photo is selected, click Upload.
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This will now be shown within the User Image area of Your Account.
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Updating Your Workgroup


From the Your Account page you can also update the workgroup you belong to by clicking Edit within the Workgroups section. (Note: This ability to change your assigned workgroups is only available if you have the role of Company Administrator or Workgroup Administrator.)
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Tick the boxes to the left of any workgroups you belong to, and click [image: image18.png]



.
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Updating Access Rights


From the Your Account page you can also update your rights by clicking Edit within the Access Rights section. (Note: This ability to change your access rights is only available if you have the role of Company Administrator.)
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There are 2 roles available;


Company Administrator – You will have full access to view and edit Company details, with the ability to create and edit accounts/contact within the Company profile. You can also edit workgroups and user roles.


Workgroup Adminstator – Will be able to add new workgroups to the Company account, and change wich users sit within each workgroup. However, if only this role is selected they will not get full company administrator rights.


Basic – If neither of the above are ticked, then you will have Basic supplier rights, you can change your own contact details, but gain none of the access mentioned above.

Tick the roles that apply, and then click[image: image21.png]



.
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Viewing Audit History


There is also the option to view the Audit History linked to this account.
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Logging In


When visiting the opportunities portal the screen will look similar to that shown below.


Here, click on the login icon on the right hand side of the screen to log into the system.
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This will then go to the portal login screen where user name and password need to be entered. 
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User Name: In this field you enter your username that you set within your application for the portal. Click into the text box and type your name, which may contain both text and numbers.


Password: In this field you enter your password that you set within your application for the portal. Again, click into the box and type your password. This is Case Sensitive.


Then once this has been done click on the “Continue” button.


You must now enter 3 characters from your memorable information you set when completing your application for the portal.
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If you have forgotten any of the above information, there are links to click to reset the security details.

Portal Homepage

You are now taken to the supplier home page, however it has changed slightly from before, reflecting the fact that you are now logged in.
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Logout can be clicked at any time to log out of the portal when you are finished. You can also access and make changes to Your Account here too.

The Activities area will show any Active, Archived or Last Viewed Activities you are currently included in.

The Opportunities area will show any suggested opportunities based on the categories and regions selected in your profile.


Company details and Workgroups can also be viewed/amended from this homepage too.
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