



Invitation to Quote


Contract for Direct Payment Employment Service 

Closing Date: 23.55 on 4 September 2022







Definitions

In this Invitation to Quote, the terms listed below shall have the corresponding meanings assigned to them. The term ‘person’ shall include persons and any body of persons, corporate or non-corporate.

	Term
	Definition

	‘Bidder’
	Any person who has, or is seeking to, submit a Quotation to the Council.

	‘Contract’
	A legally binding agreement between the Council and one or more Bidders for the goods/ services/ works specified in paragraph 1.1 of these Instructions to Bidders.

	‘Contractor’
	Any person awarded a Contract by the Council.

	‘the Council’
	The Council of the London Borough of Waltham Forest.

	‘Invitation to Tender’ or ‘Quotation Documents’
	The documents issued by the Council to Bidders in connection with this Procurement Process. This shall include, but not necessarily be limited to, this document (including these Definitions, the Instructions to Bidders and all Appendices) and the Conditions of Contract.

	‘Member’
	An elected member of the Council of the London Borough of Waltham Forest.

	‘Procurement Process’
	Means the procedure set out in the Instructions to Bidders by which Quotations will be invited and evaluated.

	‘Quotation’
	An offer submitted to the Council by a Bidder in response to this Invitation to Quote.

	‘Submission Date’
	The last time and date by which Quotations may be submitted, as specified in paragraph 3.1 of these Instructions to Bidders.




















	Instructions to Bidders




1. [bookmark: _Toc337113524]General information

1.1 The London Borough of Waltham Forest (‘the Council’) invites Quotations for the Direct Payment Employment Service (‘the Contract’). The service is described in Appendix 1 (‘Specification’). The Contract shall commence on 01 December 2022 and continue up to and including 30 November 2024. The Council, at its sole discretion, reserves the option to extend the Contract for up to a further 12 months.

1.2 Quotations must be submitted for the whole of the Contract. Quotations for part only may be rejected.

1.3 The Council reserves the right to accept any Quotation in whole or in part or not at all.

1.4 The Council shall not accept liability for any costs incurred in the preparation and submission of any Quotation, including in the event that the Council terminates the Procurement Process for any reason and/or where a Bidder is unsuccessful in being awarded the Contract.

1.5 All requests for clarification and further information must be submitted electronically via the London Tenders Portal. Telephone and email enquires will not be accepted. Such requests must be submitted by no later than 23.55 on 4 September 2022. Bidders shall not otherwise make contact with any representative of the Council in connection with this Invitation to Quote unless instructed in writing by the Council.

1.6 As a matter of course, the Council will disclose details of all requests for clarification/ further information, and any resulting action or explanation from the Council, to all Bidders. However, the Council will not disclose the identity of the original enquirer and shall omit any information it believes may be commercially sensitive.

1.7 Bidders must ensure they read and understand all Quotation Documents, including, but not necessarily limited to, this document (including the Definitions, the Instructions to Bidders and all Appendices) and the Conditions of Contract. Any queries regarding any of the Quotation Documents must be raised with the Council prior to the Submission Date.

1.8 The Council is subject to the Freedom of Information Act 2000 (“the FOIA”) and the Environmental Information Regulations 2004 (“the EIR”). Bidders shall therefore be aware that, following the award of the Contract, the Council may be required to publicly disclose any part of the Contract, including the successful Bidder’s submitted Quotation, except for any information which is exempt from disclosure under the relevant provisions of the FOIA and/or the EIR.





2. [bookmark: _Toc337113525]Preparation of Quotations

2.1 Valid Quotations must include all of the following documents, each duly completed in the form provided in this Invitation to Quote:

(a) Appendix 2: Supplier Suitability;
(b) Appendix 3: Pricing Schedule;
(c) Appendix 4: Method Statements
(d) Appendix 5: Declaration.

2.2 Bidders are required to respond to the Questions set out in paragraph 4.13 after the Closing Date and must familiarise themselves with the procedures relating to this set out in paragraphs 4.12 to 4.17.

2.3 Bidders must complete their Quotation in full. Incomplete Quotations may be rejected.

2.4 All pricing information must be submitted in Appendix 3 (‘Pricing Schedule’). Please do not provide pricing information on separate sheets or in other Quotation Documents.

2.5 Bidders must provide a response to all questions (hereafter to referred to as ‘Method Statement Questions’) set out in Appendix 4 (‘Method Statements’). Responses to all Method Statement Questions must be set out in Appendix 4 only; please do not provide responses on separate sheets or in other Quotation Documents. If you are required to submit any supporting documents, these should be clearly marked with the relevant question number.

2.6 Responses to each Method Statement Question must not exceed 1000 words. Any part of a response that exceeds this word count will not be evaluated. Any text within or linked to any diagrams, pictures, charts or tables included in a response will be included in the word count. However, where a Method Statement Question requires any supporting documents to be submitted, any text contained within these supporting documents will not be included in the word count.

2.7 Quotations must be submitted in the English language only.

2.8 Bidders must not, prior to any such time as the Contract is awarded, disclose to any person other than the Council the price or approximate price of their proposed Quotation, except where such disclosure, in confidence, is necessary to obtain insurance premium quotations or other undertakings necessary for the preparation of their Quotation.

2.9 The Contract, and all purchase orders raised by the Council, shall be subject the Conditions of Contract appended to this Invitation to Quote. Bidders shall not make or propose any amendments to the Conditions of Contract. Any queries regarding the Conditions of Contract must be raised with the Council prior to the Submission Date.

2.10 Bidders must meet the minimum insurance requirements set out in Appendix 2 (‘Supplier Suitability’). Bidders who do not already meet these requirements must provide a statement confirming that they shall do so in the event that their Quotation is successful.

2.11 Bidders must not make any alterations to any Quotation Document, except where expressly permitted.

2.12 All prices/rates shall be entered in the Price Schedule in pounds sterling and exclusive of Value Added Tax.

2.13 Prior to submitting a Quotation, Bidders must fully satisfy themselves as to the requirements of the Contract. The Council shall deem all prices/rates submitted by Bidders to be fully inclusive of all costs, obligations, liabilities and risks which may be incurred in meeting the requirements of the Contract, and will not consider any claims from the Contractor/s for additional payments on grounds of want of knowledge.

3. [bookmark: _Toc337113526]Submission of Quotations

3.1 Quotations must be uploaded by 23:55 on 4 September 2022 (‘the Submission Date’). Quotations submitted after this time will not be accepted.

3.2 Valid Quotations must include all of the documents identified in paragraph 2.1.

3.3 Bidders must not submit with their Quotation any information or documentation that has not been specifically requested by the Council, such as:

(a) information/documentation not relevant to a Quotation or the Procurement process, such as general sales literature/ brochures;
(b) any Procurement Document not specified in paragraph 2.1 (for example, the Conditions of Contract).

3.4 Quotations shall remain open for acceptance for a minimum of 28 days from the Submission Date.

4. [bookmark: _Toc337113527]Evaluation of Quotations

4.1 The Council reserves the right to reject a Quotation if:

(a) it does not comply with any of the requirements set out in the Invitation to Quote; or
(b) it contains any significant omissions; or
(c) the Council deems it to have been priced abnormally low.

4.2 [bookmark: _Hlk63942413]Where certain information within a Quotation is incomplete or missing, or where specific documents are absent, the Council may require the Bidder to complete or submit such information or documentation after the Submission Date. However, Bidders shall not be permitted to submit any missing information or documentation that is subject to the award criteria/sub-criteria specified in paragraph 4.5 (such as but not limited to pricing information and method statements).

4.3 Where the Council believes a Quotation to contain one or more errors or inconsistencies, the Council may require the Bidder to clarify and/or amend the relevant parts of their Quotation. However, no opportunity shall be given to amend any information subject to the award criteria/sub-criteria specified in paragraph 4.5, except to correct a demonstrable arithmetical or interpretive error.

4.4 Bidders shall be aware that failure to submit any missing/incomplete information or documentation requested by the Council, or to respond to a request to clarify or amend any part of their Quotation, or to do any of these things within any specified timescales, may lead to the rejection of their Quotation.

4.5 Quotations will be evaluated on the basis of the following evaluation criteria and sub-criteria:

	Criteria
	Criteria weighting
	Sub-criteria
	Maximum weighted score

	Price
	40%
	Price
	40%

	Quality
	60%
	Method Statement Question 1
	5%

	
	
	Method Statement Question 2
	15%

	
	
	Method Statement Question 3
	10%

	
	
	Method Statement Question 4
	5%

	
	
	Method Statement Question 5
	5%

	
	
	Method Statement Question 6
	5%

	
	
	Method Statement Question 7
	5%

	
	
	Method Statement Question 8
	10%

	
	
	
	



4.6 The sub-criteria weightings represent the maximum scores (hereafter referred to as ‘maximum weighted scores’) that can be attained in relation to each of the corresponding sub-criteria. 

Evaluation of price

4.7 The evaluation of price will be based on the ‘grand total price’ specified by Bidders in the Pricing Schedule (Appendix 3).

4.8 The lowest ‘grand total price’ submitted will be allocated the maximum weighted score of 40%. The other ‘grand total prices’ submitted will be scored in relation to the lowest ‘grand total price’ as follows—

(lowest Quotation price ÷ other Quotation price) x maximum weighted score)


Evaluation of quality

4.9 The evaluation of quality will be based on the responses submitted by Bidders to the Method Statement Questions set out in Appendix 4 (‘Method Statements’).

4.10 Method Statement Questions shall be evaluated according the following scoring methodology:

	Score
	Description
	Rationale

	5
	Excellent
	Proposal meets requirements in full

	4
	Good
	Proposal meets requirements in almost all respects; some minor omissions when compared with an “excellent” response

	3
	Satisfactory
	Proposal meets requirements to a basic standard; satisfies basic/fundamental requirements only

	2
	Poor
	Proposal fails to meet requirements in full; indicates that basic/fundamental requirements would be met only partially

	1
	Very poor
	Proposal significantly fails to meet requirements; contains significant shortcomings

	0
	Unacceptable/ no response
	Completely fails to meet requirements or does not provide a proposal at all



4.11 For example, a Quotation attaining a score of 5 for any Method Statement Question will therefore attain the maximum weighted score for that question. Scores of less than five will result in weighted scores calculated as follows:

(maximum weighted score ÷ 5) x score



4.12 Any Quotation attaining a score of 0 for any Method Statement Question will be rejected without further evaluation.

4.13 Failure to provide a response to any Method Statement Question will result in the Council allocating a score of 0 for that question.

Final evaluation scores

4.14 The final overall score for each Bidder will be calculated by adding their final weighted Price score to their final weighted Quality score to give an overall combined score (expressed as a percentage).

Notification of Bidders

4.15 Acceptance of a Quotation by the Council shall be communicated in writing to the successful Bidder. All unsuccessful Bidders shall be notified in writing of the Council’s decision.









	Appendix 1:  Specification



: See separate document.













































	[bookmark: _Toc302571117][bookmark: _Toc302653655]Appendix 2:  Supplier Suitability




1. General information

	Company name:
	

	Address:
	

	Contact name:
	

	Contact telephone number:
	

	Contact email address:
	



2. Insurances

The Contractor shall be required to hold the following types and minimum levels of insurance. Please provide a copy of your insurance policy documents as proof of insurance cover.

	Type of Insurance
	Minimum level of cover

	Public Liability
	£#

	Products Liability
	£#

	Cyber Liability
	£#

	Professional Indemnity
	£#

	Employer’s Liability
	£#



If you do not already meet any of the minimum levels of insurance specified above, please provide a statement below confirming that you will do so in the event that your Quotation is successful.

	









	Appendix 3:  Pricing Schedule



	Description
	Quantity
	Unit Price
	Total Price

	Provision of a Direct Payment Employment Support Service 
	1
	£
	£

	Please detail individual costings. Please ensure that individual costings are shown separately 

	
	
	

	
	
	
	

	
	Grand total
	£













	[bookmark: _Toc337113532]Appendix 4:  Method Statements



	Method Statement 1 – Vision for the service

	Can you describe your vision for the Direct Payment Support Service, particularly in how the service promotes the Council’s vision ‘Families at the Heart of Our Place and Public Service Strategy’ and its ethos of promoting social responsibility and increasing resident resilience?


	



	Method Statement 2 – Providing support that meets people's needs

	Please describe: -
· How you intend to deliver the services as prescribed in the specification. Please include how you intend to create and successfully deliver a service which meets the needs and outcomes of an individual 
· How you will support Direct Payment recipient to manage the day to day practicalities of being an employer 
· What you think the major challenges would be in delivering this service?


	



	Method Statement 3 – Quality and suitability of management

	a) Please Describe

· How you will implement quality assurance processes to monitor and measure the effectiveness of the service.
· How would you measure the impact of the service against the outcomes listed in the service specification?

b) Please describe how will you ensure that all Personal Assistants are aware of safeguarding policies and procedures in theory and in practice?


c) Please detail the steps you would take if a family member disclosed that they have concerns that there was alleged abuse happening in the home by a Personal Assistant?



	



	Method Statement 4 – Staffing

	Please describe the proposed staffing and delivery structure of your proposals, including operatives and managers. Please supply;


· A Structure Chart showing your intended model and line management arrangements (attachment)
· Details of your hiring, vetting, checking and accreditation checks for existing and new staffing and approach to staff retention
· Training requirements and how staff keep up to date with training – particularly how will staff be kept abreast of changes in Law specifically relating to the Employment of Personal Assistants?
· Your core hours of operation, and describe the service provided within those core hours and comparison and how you will support those service users who require a flexible service.


	






	Method Statement 5 – Service Specific

	a) Please describe your understanding (with examples) of providing a Direct Payment  Employment Support Service

b) As the service requires specific areas of focus. Please could you detail your experience of delivering the following: -

· Supporting Users to recruit their own PA’s
· Recruitment into specific/targeted areas of care and support


	



	Method Statement 6 – Mobilisation of Contract

	Please provide a copy of your Mobilisation Plan and Business Continuity Plan for this contract?



	





	Method Statement 7 – Personal Assistant Finder


	
a) Part of the service specification entails the requirement of an online “PA Finder”. Please describe the steps you will take to:-
· Transition from the current Personal Assistant Finder
· Please describe the steps you will take to implement and maintain this.
· Please detail how you will ensure that you this will be compliant to GDPR regulations

	




	Method Statement 6 – Social Value 

	
Social Value is an integral part of the Councils vision, can you please describe how you will adhere to, and where possible, exceed the requirements of the Social Value Act 2012, and also how you may contribute to the principles of local employment.


	




	Appendix 5:  Declaration



	In submitting this Quotation, I/We: -
i. in the event that My/Our Quotation is successful and I/We are awarded the Contract, I/We undertake to execute and perform the Contract for the sums set out in the completed Pricing Schedule and according to the methods described in My/Our responses to the Method Statement Questions, and shall do so in accordance with the Conditions of Contract, the Specification and the other documents and appendices referred to in the Invitation to Quote.
ii. certify that this Quotation is bona fide and intended to be competitive, and that I/We have not:
(a) fixed or adjusted the amount, prices, charges or rates in the Quotation by or in connection with any agreement or arrangement with any other person or by reference to any other Quotation; or
(b) entered into any agreement with any other person that they shall refrain from submitting a Quotation, or as to the amount of any Quotation to be submitted; or
(c) directly or indirectly canvassed any Member or employee of the Council concerning the acceptance of any Quotation, or directly or indirectly obtained or attempted to obtain information from any such Member or employee concerning any other Quotation; or
(d) offered to pay or give or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other Quotation or proposed Quotation any act or thing of the sort described above; or
(e) committed an offence under the Bribery Act 2010 and any subordinate legislation made under the Bribery Act 2010 or given any fee or reward the receipt of which is an offence under Section 117(2) of the Local Government Act 1972.
iii. understand that the Council may be required to publicly disclose any part of My/Our Quotation if its disclosure is requested under the Freedom of Information Act 2000 or The Environmental Information Regulations 2004;
iv. certify that all information supplied is accurate to the best of My/Our knowledge and belief. I/We understand that the submission of false information may result in the disqualification of My/Our Quotation;
v. warrant that this Quotation is bona fide and that the person submitting it (named below) is duly authorised to do so.
In this document, the term ‘person’ shall include persons and any body of persons, corporate or non-corporate.

	Name:
	

	Position:
	

	Signature:
	

	Organisation name:
	

	Date:
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